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Overview file. The T&A is corrected at NFC and is processed

through TIME again. After the T&A passes all edits and
This Time and Attendance (T&A) Reporting procedure is validated, it is then processed through the Payroll Proc-
provides instructions and reference information for essing System (PAYE) to compute the employee’s gross
(1) timekeepers to record time in pay status, paid leave,and net pay and to update the database. Transmitting
and absence without pay (AWOP) and (2) supervisors to T&As by the Tuesday following the last day of the pay
certify that the data recorded by the timekeeper is accu-period allows NFC 3 days for processing and correcting
rate. It also incorporates timekeeping requirements spe-before PAYE runs.
cified by the General Accounting Office (GAO) Policy
and Procedures Manual and 5 CFR Parts 1-699 and th&esearch Tools

Fair Labor Standards Act (FLSA). The following research tools aid in the research needed to
submit T&A's in a timely manner and should be used to
This procedure is designed to (1) instruct in time and ensurehat T&As have been received by NAdote: It is
attendance reporting, (2) familiarize timekeepers with important to remember that many timekeepers do not
the T&A worksheet, and (3) provide information about have access to all of the tools referred to below. There-
the system codes used to record time and attendance. fore, coordination between timekeepers and personne-
lists is necessary to ensure that T&As are submitted
All bulletins issued for this procedure after January 1, timely.
1998, will be available on the Internet at the NFC home
page (www.nfc.usda.gov). e Confirmation Report. After the transmission of
T&A's, this report is generated to the destination iden-
Time and attendance data is transmitted electronically tified in the job control language (JCL). Review this
every 2 weeks to the National Finance Center (NFC) for  report toensure that all T&A's were successfully trans-
processing. A T&A worksheet is used by agencies to  mitted.For more information about your confirmation
record daily entries of employees’ T&A data. Atthe end  report, contact your PC-TARE System Administra-
of the pay period, the data is then entered into the Per- tor.

sonal Computer Time and Attendance Remote Entry. cyLpRPT Report P0013, Active Full/Part-Time
System (PC—TARE_) or other T&A reporti_ng system. Employees—T&A's Not Received By NFCReview
Although PC—-RRE is not used by all agencies, the PC~ i’ report to verify that there are no outstanding
TARE entry screen is used as a sample worksheet in this  1g s to be transmitted. This report should be run the
procedure to explain the information needed for T&A day following T&A transmission beginning the first

processing. Monday of the pay period.

CULPRPT Report P0O099, Error Analysis for T&A
Processing.Review this report to determine if there
are any T&A's that are in suspense because a payroll

PC-TARE is a software program which can be used to®
prepare and electronically transmit T&A data to NFC.
Information for security officers to load PC-TARE soft- ;
ware is contained in Title VI, Chapter 10, Section 1. document_ or a personnel action has not been pro-
Entry instructions for PC-TARE are contained in PC— cgssedT_hls_report S.hOUId be run after T&A transmis-
TARE (For Timekeepers), Title VI, Chapter 10, Section ~ S'ON beginning the first Monday of the pay period and
2. For additional information about PC-TARE, contact " each day thereafter until PAYE runs.
Information Center personnel 804—255-5230 * PINQ Programs PQO023, T&A History, and/or

PQO025, T&A Extensions.Review these programs to
Agencies using another entry program may use this ensure that T&As have been applied to the database.
manual as a reference for the fundamental reporting Theseprograms should be viewed at least one day fol-
requirements for NFC’s processing specifications. lowing T&A transmission beginning the first Monday

of the pay period to ensure that T&A's have been
At the end of each pay period, a T&A(s) for each  applied to the database.
employee is prepared, certified, and transmitted to NFC Figure 1, Payroll Processing Cycle (Every Two Weeks),
for processing. Timely receipt of T&A's by NFC is very s a calendar of events showing the normal payroll/per-
important since it impacts the employee’s pay. T&As sonnel processing cycle. This figure should be used as a
should be completed as soon as possible and transmittegeference to facilitate the entry and/or transmission of
to NFC no later than the Tuesday following the last day of data to NFC for processing.
the pay period. T&A's are initially processed through the
T&A Validation System (TIME), which reads, collects, Figure 2is a flow chart of the T&A process. A T&A is ini-
edits, audits, and validates the data for payment. If errorstially processed through TIME, which reads, collects,
are encountered, the T&A is placed in an error suspenseedits, audits, and validates the data for payment. All

1
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errors encountered are reflected on an error listing, andEarnings and Leave each pay period for employees who
the T&A in question is placed in an error suspense file. had a T&A(S) processed. This statement reflects the cur-
The T&A is corrected at NFC and is processed through rent paymentplus year-to-date information on earnings,
TIME again. After the T&A passes all edits and is vali- deductions, leave, bonds, adjustments, retirement, etc.
dated, the data is updated on the database for subsequent
payment processing.

NFC provides agencies with several payroll related
Processing continues with the application of PAYE. reports. These reports are detailed in the Payroll/Person-
Using the data reported on the T&A and the related per-nel Output procedure, Title I, Chapter 17. In addition,
sonnel information from the database, PAYE computes agencies with remote access capabilities may obtain
the employee’s gross pay, makes applicable deductionsreports through the Report Generator System
applies adjustments from the Adjustment Processing (CULPRPT and FOCUS). Information about updates to
System, develops the net amount due, and prepares datidie payroll/personnel database is displayed in the Pay-
for the issuance of a salary check lbgdsuryThe system roll/Personnel Inquiry System. See Title VI, Systems
updateshe database to reflect salary payments as well asAccessManual, for information about remote access sys-
the employee’s leave. PAYE also prepares a Statement ofems.
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Note: T&A's not received in time to be processed in the last payroll schedule will be processed during the first schedule
for the following pay period.

TIMEKEEPERS PREPARE AND TRANSMIT
T&A's TO NFC

CERTIFIED
T&A's

REPORTS/
OUTPUT

MAINFRAME
COMPUTER
AT NFC

T&A's TO “TIME”
SYSTEM

RESEARCH, AUDIT
SUSPENSE

CORRECTIONS MADE AT NFC FOR
T&A's FAILING TIME EDITS REJECTS

T&A VALIDATION SYSTEM
(TIME)

T&A's ARE EDITED AND VALIDATED

M

INFORMATION/RESEARCH INQUIRY SYSTEM
(PINQ, IRIS)

PAYROLL PROCESSING SYSTEM
(PAYE)

EMPLOYEE'S NET PAY
IS COMPUTED AND DATA ﬁ

BASE IS UPDATED

Figure 2. Time And Attendance Reporting Flowchart
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Responsibilities Other Duties

O Verifies information transmitted to NFC when the

The responsibility of T&A reporting and processing is tga does not pass TIME edits. NFC makes the correc-
sharecamong the employee, timekeeper, SUPEIVIBBF,  {ions but may require additional information from the
sonnelist, and NFC. The duties of each are deSC”bEdtimekeeper.
below:
O Prepares a corrected T&A, as appropriate, when an
The employee: error occurs on a previously processed T&A.
O Informs the supervisor of his/her work hours and -
leave. O Prepares a supplemental T&A to report additional
information for a T&A that has already been processed.
O Provides supporting documents; i.e., leave applica- o » )
tions, certificates of attendance for jury duty, military & Maintains additional records, as directed by agency

leave, etc. policy, to keep track of restored annual leave balances,
expert and consultant time, credit hours, continuation of

O Verifies the data on the T&A. pay, religious compensatory time, appointment limita-
tions (hours, days, monetary limitations, and not-to-ex-

The Timekeeper ceed dates), leave recipient, etc.

Daily Duties

O Prepares a T&A for an employee detailed to the unit.
O Records the presence or absence of all employees.

This information is provided by the Supervisor and may O Provides for review/resolution of error(S) on reportS.
include sign-in/out sheets, time clocks, or other methods
as directed by the agency. The timekeeper may als
review leave applications and obtain information as
needed from the employee’s supervisor.

0Note: Depending on agency requirements, additional
duties may be required of the timekeeper.

The Supervisor:
O Records the hours of work, leave, and nonpay status/

absenceavithout pay (AWOP) for each employee in com- It:ilm[;e;%n::tee Snj;gcter?;n;oﬂmgk%pers and alternates in
pliance with GAO Title VI regulations. This may '

include, depending on agency requirements, completingd Provides aopy of this procedure and updates to time-
a daily timecard and/or a daily entry on the T&A work- keepers and alternates.

sheet. Maintaining accurate records for the leave

information is just as important as accurately recording @ Understands the reporting requirements prescribed in
time worked. this procedure and those of the agency.

O Maintains supporting documentation for the T&A. In B Provides timekeepers and alternates with the person-
compliance with General Records Schedule-2 and Gen-nel information that is necessary to complete the T&A's
eral Accounting Office audit requirements, agencies (employee status, separations, retirements, overtime,
must maintain the certified T&A report (i.e., printout, tour of duty, leave status, etc.).

worksheetgtc.) and all appropriate supporting documen-

. . (m] ifi
tation for a 6-year period. Verifies the presence or absence of all employees and

notifies the timekeeper. Attendance is verified by seeing
the employee, sign-in/sign-out sheets, time clocks, or

End-of-Pay Period Duties other methods as directed by the agency.

O Completeghe T&A in its entirety. Reviews and certi-

fies that the T&A is accurate. Provides the completed @ Ensures that T&As (along with timecards, leave
T&A to the employee and supervisor for review and cer- applications, and other supporting documentation) are
tification. prepared and submitted each pay period, as required, for

) each employee in the area of responsibility.
O Transmitghe T&A data to NFC no later than the Tues-

day following the last day of the pay period. O Reviewsand certifies the T&ASs and supporting docu-
mentation. If discrepancies occur, returnsTlé to the

] o ] ) timekeeper so that appropriate corrections can be made.
O Provides the transmission file to the designated per-The T&A must be reviewed again and certified after

or

son. changes have been made.
O Verifies confirmation report to ensure the number of o nsureshat T&A's are submitted by close of business
T&A records for the pay period were received. Tuesdayfollowing the last day of the pay period to enable

payment within the processing cycle.
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O Assiststhe timekeeper in determining the need for cor- The NFC:
rected/supplemental time and attendance reporting. g Reviews T&A edit error messages and corrects the

O Reviews the payroll reports provided to ensure properT&A. Contacts the agency for assistance as necessary.

reporting. O Notifies the agency of missing T&AS.

O Ensures that all certified T&A's and supporting docU- g processes T&A data within established timeframes.
mentation are maintained and accessible for audit pur-

poses for 6 years.
The Personnelist: Who To Contact For Help

O Coordinates with the timekeeper and/or supervisor For questions about payroll/personnel policies and regu-

when preparing documentation that affects time and lations,contact your Committee For Agriculture Payroll/
attendance. Personnel Systems (CAPPS) representative.

O Executes CULPRPT reports as needed. For questions about T&As, contact the NFC's Payroll/
Note: CULPRPT Report P0099, Error Analysis For Personnel Operations Sectiorb@4—255-4630.

T&A Processing, can be executed to obtain information

about missing personnel actions for T&As validated For questions about this procedure, contact the Direc-
through TIME. tives and Analysis Branch 804—-255-5322.
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Special Handling — The second part of the split T&A should be sub-
mitted at the end of the pay period with a cover
This section provides information about T&A's that are memorandumexplaining that an emgencysalary
paid manually. payment was made.

Nonautomated Processing

Some T&Asrequire special handling and are paid manu-

— The first half of the split T&A is processed prior to
the close of the pay period. The second half is pro-
cessed when submitted to NFC.

* Late unprocessed T&A's over five prior pay periods.

ally. When a T&A requiring special handling is inadver-

tently _entered in the system, it rejects providing the data-| a5ye Updates

base is coded. Data to be manually entered may be sub- _ )

mitted as T&A printouts (i.e., screen print of T&A), When an employee is paid manually, the agency must
worksheets, AD—-343's, etc. They should be grouped updatahe leave record for the pay period of the manually
together and submitted with a colored sheet of paperPaid T&A through TINQ.

markedSpecial Handlingand addressed to: An alternative method for manual payments is the Spe-
National Finance Center, USDA cial Payroll Processing System. This system allows agen-
P.O. Box 60000 cies to submit electronic transactions instead of mailing
New Orleans, LA 70160 forms to NFC for manual processing. Leave records do

not have to be updated for T&A's paid through the Spe-

This informa_tion can also be telefaxed to NFC. The tele- cial Payroll Processing System.
fax number i$04-255-4682.

Note: When T&A printouts are submitted, the T&A must
not be electronically transmitted with other T&As for

Special Processing

payment. At the end of the fiscal and calendar years, special proces-

. ) sing isrequired as one ends and the other begins. Special
T&A's requiring manual processing are: processing is also required for certain Federal and local
+ Employees paid on other than a biweekly basis. holidays to expedite transmission of time and attendance

. data. This section describes those processes. The NFC
Cooperatwely-c.ont.rolleq gmployees whose nor.mal publishes bulletins or displays a message on the NFC
Federal salary is insufficient to cover the required gyetin Board as a reminder before the time special pro-
deductions for fringe benefits. cessing is to be effected.

Employees who hold one appointment but are paid at
differentrates of pay depending upon the type of work Fiscal-Year Closing

they perform. (This doesot include Federal Wage (These instructions do not apply to the Federal Deposit
System employees paid at the shift rate.) Insurance Corporation.)

Employees who are currently holding two appoint-

. Eachyear the fiscal year ends on September 30. To assure
ments in the same agency.

that obligations and accounting data are applied to the
Employees assigned to an overseas post of duty butorrect fiscal year, the following instructions apply.

have not taken their post (enroute, travel status, etc.) . . L .
Those agencies havingayroll obligation estimates

Employees assigned to one agency or office but paidcomputed by NFCuse either:

from the funds of another agency or office. ¢ The actual cost for the previous pay period (e.qg., fiscal

Emergency salary payments. If a newly gained vyear ends in Pay Period 20; use pay period 18 payroll
employee suffers an economic hardship, an early costs data for estimate computations),

salary payment may be made for any number of days or

the employee has worked during the initial pay period. ) ]

In such cases, a split T&A is required, and will be paid * A percentage from the previous pay period's costs to
manually. See Title I, Payroll/Personnel Manual, €stimatehe current fiscal year costs. For example, Pay
Chapter 11, Nonautomated Processing, for the time- Period 20 is the last pay period of the fiscal year. The

keeper'sole in initiating payment for this type of situ- first Thursday is the last day of the ending fiscal year;
ation. the first Friday is the first day of the ensuing fiscal

year. Forty percent of Pay Period 18 costs would be

— The first part of the split T&A must be submitted used for Pay Period 20 obligation estimates.

with (1) a memorandum requesting early payment
because océmployee need, (2) accession action and Recording Accounting Data for the Previous and
related documents. Ensuing Fiscal Years. Depending on whether the

7
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accountinglata is stored in the database or shown on theNote: A fiscal yearend rollover feature is available for
T&A each pay period, determines how the accounting users who have accounting code tables set up in PC—
data isrecorded at fiscal year end. Below are instructions TARE. This feature enables the accounting classification
to follow for recording accounting data at fiscal year end. codes to benodified for the new fiscal year without reen-

teringthe entire table. Only the fields that must be modi-
Accounting Data Stored in the DatabaseAgencies fied for the new fiscal year need to be entered. The old fis-
that normally use stored accounting data may use one otal year codes are retained until deleted. For more
the following options for the fiscal year-end pay period: information, contact your security officer.

* Prepare a single T&A. Ent@r(for stored accounting _
use) in the AC field. The system will then: First T&A

1. Automatically change the stored accounting to the Record the daily time for the ending fiscal year. Include
ensuing fiscal year accounting. The ending fiscal year military leave, nonpay status, etc., through the last day of
code(s) will be changed to the ensuing fiscal year code.the ending fiscal year.

The remainder of the accounting data will not change.
For example, Code 8 for Fiscal Year 1998 will be
changed to Code 9 for Fiscal Year 1999.

2. Distribute the basic payroll charges between fiscal ENterthe number of regular military days used in the end-
yearscharging a percentage to the ending fiscal year andind fiscal year in the Milr (Days) Used field.
a percentage to the ensuing fiscal year.

Enterthe last day of the fiscal year (e @, for day seven
in the pay period) in the End field.

3. Chargel00 percent of the premium pay to the ensuing S€coNd T&A

fiscal year. Record the daily time for the ensuing fiscal year. Include
military leave, nonpay status, etc., beginning with the

* To charge premium pay to the ending fiscal year, pre- first day of the ensuing fiscal year.

pare asingle T&A distributing all time in pay status to
the appropriate accounting data for each line entry for Enter the first day of the ensuing fiscal year(€d§for
each fiscal year. This procedure ensures accurate disday eight in the pay peripih the St field.

tribution of accounting data charges between the two

fiscal years. Do not complete the AC field. Complete the Milr (Days) Used field if regular military

leave was used in the ensuing fiscal year.

Accounting data cannot be stored in the pay period thatCompletethe remainder of the T&A in the usual manner.
the fiscal year ends. To store accounting data in the )

employee’s database, entein the AC field onthe next Note: Leave data is recorded only on the second T&A.
pay period’s T&A. Enter the appropriate accounting data .

in the accounting data fieldéote: Only one line of ~ Calendar Year Closing

accounting data can be stored. For example, the fiscalThe leave year ends with the pay period following the last

yearends in PayPeriod 19. Entein the AC field and the  full pay period of the calendar year. The leave year usu-
accounting data in the Recording Accounting Data sec- ally encompasses two calendar years.

tion onthe Pay Period 20 T&A. If the employee is in non-

pay status for the entire pay period, Code 1 cannot beRecording Emergency Military Leave and Nonpay

used. Youmust wait until the employee returns to paysta- Status.A split T&A should be prepared to charge these

tus. types ofleave to the appropriate calendar year whenever
the calendar year ends on a day other than the beginning

Accounting Data Recorded on the T&A Each Pay  or end of a pay period. If a split T&A is not prepared, all

Period. Agencies that normally enter accounting data on emergency military leave and nonpay status from the

the T&A each pay period will prepare a single T&A. For entire pay period will be credited to the new leave year.

each line of time in pay status, enter the accounting data

for the ending and ensuing fiscal years. Do not completeRecording Compensatory Time.The agency compen-

the AC field. satory leave policy determines if the compensatory time
balanceshould be liquidated at the end of the leave year
Preparing a Split T&A for Regular Military Leave. A or carried forward to the new leave year. If the agency

split T&A is required for an employee on regular military policy is to carry forward compensatory time balances,
leave for any day during the last pay period of the fiscal the balances should be carried forward to the first pay
year.Follow the instructions above to record the account- period of the ensuing leave year (i.e., Pay Period 1), as
ing data. Follow the instructions below to split the T&A appropriate. If your T&A entry system zeroes out com-
for military leave. pensatory time balances at the end of the leave year, you

8
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will have to reenter the balances in Pay Period 1. Use theverhours. By dividing 52 by 13, 4 hours of annual leave
Information Research/Inquiry System (IRIS) Program have accrued during the leave year. These 4 hours are
IR139, Compensatory Leave and Rates, and the Timeadded during the last full pay period of the calendar year
Inquiry Suspensand Correction System Program TIO05 thereby resulting in a total of 10 hours of annual leave.
to verify compensatory leave data. The 10-hour accrual is usually effective in Pay Period 25.

h | i Occasionally there are 27 pay periods in a calendar year.
PC-TARE UsersThe Personal Computer Time and \yhen this happens, the 10-hour accrual is effective in
Attendance Remote Entry System (PC-TARE) resets Pay Period 26.

nonpay status and emergency military leave balances to

zero inPay Period 1. Any emgencymilitary leave taken Note: Full-time employees in nonpay status for the entire

in the new calendar must be reentered through PC-TAREpay period and full-time employees who reach a multiple

in Pay Period 1. of 80 hours of nonpay status will not earn their normal
6 hours leave accrual nor will they earn the additional

PC-TARE allows agencies to either carry over or reset4 hoursthat is earned by Leave Category 6 employees (in

compensatory time earned balances to zero in Paypay status) in this pay period.

Period 1. If agencies opt to carry over the compensatory

time earned balances to Pay Period 1, the PC-TARE

security officer must follow the instructions provided in Federal and Local Holidays

the PC—-TARE Security Officers procedure. If the com-

pensatory time earned balances are to be reset to zero i

Pay Period 1, no action is required.

;J]'&A’s should be received by NFC no later than the close
of business on the Tuesday following the last day of the
pay period. Early transmission of T&A's is requested if
the celebration of a local or Federal holiday would inter-

Annual Leave Accrual for the Ending Calendar Year. .
rupt T&A processing.

Full-time Leave Category 6 employees in pay status earn
10 hours of annual leave in the last pay period of the cal-

endar year if they are in pay status. The scheduling and executing of the various subsystems

(e.g., TIME, PAYE, etc.) may vary to assure that proces-
Leave Category 6 employees eafmolir of annual leave  sing is not interrupted. The NFC may request that some-
for every 13 hours of work performed, not to exceed one be available at the T&A Contact Point location to
80 hours in a pay period. In an 80-hour pay period, thereanswer questions concerning T&A processing problems.
are 2 carryover hours each pay period. In the course of &A message will display on the NFC Bulletin Board to
leave year (usually 26 pay periods), there are 52 carry-indicate an accelerated pay period processing.
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Time And Attendance Procedures

Time And Attendanc

T&A Worksheet

This section provides general information about T&A

reporting and provides detailed instructions needed by a

timekeeper to complete a T&A. The instructions have
beendeveloped within the framework of existing Federal
and Departmental regulations.

Types of T&A's

Thereare five types of T&A Reports: regular, continued,
split, corrected, and supplemental. Any combination of
these T&A's cannot exceed 12 pages. Below is a defini-
tion of each:

Regular T&A. A one-page report used to report the
employee’s time and attendance for the current pay
period or a prior unprocessed T&PBigure 4).

If a T&A is received for a pay period for which a T&A has
alreadybeen processed, it will reject, unless it is coded as
a corrected T&A. The submission of regular T&A's each
pay period must be consecutive. A T&A submitted for a
pay period will reject if the prior pay period was not
received. This only applies to T&A's for full-time and
part-time employees in active pay status.

Continued T&A. A T&A needed to report the
employee’s time and attendance for the current pay
period or a prior unprocessed T&A and can accommo-
date up to 3lines of data; for example, multiple lines of
accounting(Figures 5 and §. Note: When the T&A is
printed, multiple pages (up to 3) will be printed.

Split T&A. Two separate T&A's prepared for the same
pay period due to a change in employment, pay status
calendar/fiscal year, etc. For example, a split T&A is
required if goromotion is effective in the middle of a pay
period(Figures 7and 8. Note: A split T&A should not be
confused with a continued T&A. A continued T&A is
simply a multiple-page single T&A for an employee.

Corrected T&A. A T&A used to report changes to
information previously submitted and/or processed for a
prior or current pay periogFigure 9).

Supplemental T&A. A T&A used to report additional
overtime and/or compensatory time worked which was
not previously reported.

Supplemental T&A's cannot be processed through PC—
TARE. If using PC—ARE, you must transmit a corrected
T&A.

Note: Corrected and supplemental T&A's may be pro-
cessedor the current as well as the previous 25 pay peri-
ods.

Conditions for T&A Reporting
Prepare a T&A if the employee is:

el Manual Title |
Chapter 7
e Instructions Section 1

In pay status any time during the pay period

In nonpay status for less than 30 days

In nonpay status (no personnel action processed) im-
mediately preceding separation from Federal service

Returned taluty from nonpay status on any day during
the pay period

¢ On OWCP Injury Leave (TC 67)

Do not prepare a T&A if the employee is:

On approved, extended nonpay status through submis-
sion of a personnel action for the entire pay period

* An intermittent employee who was not in pay status
during the pay period

A volunteer employee

VIP’s (This is dependent upon the type of appoint-
ment).

Worksheet Completion

Some agencies may use their own unique forms for
recording time and attendance data. The figures within
this procedure depict a PC-TARE entry screen as an
example of a worksheet. To accommodate varied formats
and to provide an easy form of reference, the T&i4-

ure 3) is divided into 6 sections. Each section is briefly
described below and completion instructions are pro-
vided on the following pages.

Section 1, Recording Employee DatdJse this section

to record information that identifies the employee; cod-
ing requirements that interrelate with other areas of the
T&A worksheet; and information regarding the type of

T&A being prepared for processing.

Section 2,Recording Time.Use this section of the T&A
to record paid hours (including paid leave), allowances,
deductions, nonpay status and other time worked.

Section 3, Accounting DatalUse this section to record
the appropriation and accounting informatibat is used

to disburse and charge the employee’s pay and related
expenditures to the proper accounting.

Section 4, Recording Leavese this section to record
the employee’s leave record.

Section 5, Recording RemarksUse this section to
record remarks that are applicable to the T&A. This area
may also be used to keep track of carryover hours,
appointment limitations, etc.

Section 6, Certifying the T&A. Use this section to cer-
tify that the data recorded is correct. This section is ini-
tialed and/or signed, as instructed by your agency.

11
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Chapter 7 Time And Attendance Procedures
Section 1 Time And Attendance Instructions

PP AG STTOWNUNTKG WO FT PT INT 40 ST END S/S NAME: BROWN, HARRY

_2P 99 99 9999 99 99 1 @ 55555 BAJE 04-28-92
FS AL__O F CON AU 2_% AC2DA___CS _AWS
PR TC SUFFIX WEEK1 WEEKP APP A D E F L
0L  40. 40. 1

o ®

1 80.0 <TOTAL TIME ANNL FWD 248.0 ACCR 8 USED. 00 BAL 256.0
0 O 0.0 0.0 CK FWD 504.0 ACCR 4 USED. 0 ®AL 508.0
0 0.0 0.0 MP FWD 0.0 ACCR 0.0 USED 0O0BAL 0.0
0 0.0 <TOTAL OTHRJLWOP FWD 0.0 USEDO 0. BAL 0.0
WOL FWD 0.0 (@ USED0OO. BAL 00
REMARKS: SUSP FWD 0.0 ey TR
MEE g, o
@ OTHR @ Recording Employee Data
@ Recording Time
(Regular and Other Time)
@ @ Recording Accounting Data
CERTIFIED TMKP. EMPL. super| (@ Recording Leave
@ Recording Remarks
(® Certifying the T&A

Figu

re 3. T&A Worksheet

PP AG ST TOWN UN TK G W O FT PT INT 40 ST-END S/S NAME: BROWN, HARRY

22 99 99 9999 99 991 1 553 —55-5555 DATE 04-28-92

FS A O CON AuUO1 % AC 2D CS AWS
PR TC SUFFIX WEEKl WEEKR APP A B C D E F LL
40. 40. 1

1 80.0 <TOTAL TIME ANNL FWD 248.0 ACCR 8 USED 0.0 BAL 256.0
0 O 0.0 00 |SICK FWD 504.0 ACCR 4 USED 0. 0 BAL 508.0
00 00 [COMPFWD 0.0ACCR 0.0 USEDOQ BAL

0 0.0
000 _somonglu HiE 68 sEses A 8
REMARKS:(MAX.23 CHAR.) [SUSPFWD 0.0 USEDOO BAL 0.0
MILRFWD 0 <DAYS>USEDO BAL 0
MILE FWD 0.0 USED 0Q BAL 0.0
OTHR USEDO 0.
CERTIFIED TMKP. EMPL. SUPER.

Figure 4. Regular T&A
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Payroll/Personnel Manual Title |
Time And Attendance Procedures Chapter 7
Time And Attendance Instructions Section 1

PP AG ST TOWN UN TK G W O FT PT INT 40 ST-END S/S NAME: SMITH, JOE
[22 99 99 9999 99 99 1 1 111-11-1111_ DATE 04-28-92
FS AL @) = DA CS AWS

FYPUOL 2 "% AC

PR TC SUFFIX VgEEslél WEEKR APP A B C D E F LL

01 8. 9 111111111111 1111 11111111
61 4. 0. 399 2222 p222 2222 2222 2222 2222
01 4. . 399 3333 3333 3333 3333 3333 3333
01 4, 8. 399 4444 1444 4444 4444 4444 4444
01 4. 4. 399 5555 555 5555 5555 5555 5555
01 4. 3. 399 6666 H666 6666 6666 6666 6666
01 4. 399 TIIT AT TT00 0777 7777 7777
62 4. . 399 8888 4888 8888 8888 8888 8888
01 4, 399 9999 9999 9999 9999 9999 9999
01 . 12. 399 0111 p111 01110111 0111 0111
01 . 5. 399 0222 (222 0222 0222 0222 0222 1

135 80.0 <TOTAL TIME ANNLFWD 0.0ACCR 0 USED 0.0 BAL 0.0
0 0 SICKFWD 0.0ACCR 0  USED 0.0 BAL 0.0
0 0 0 o o 0 COMPFWD 0.0ACCR 0.0 USEDOQ BAL 0.0
0 S0 _IGTALOTHELNG M 08 Ese b 8
REMARKS:(MAX.23 CHAR.) [SUSPFWD 0.0 USEDOO BAL 0.0

PAGE1OF 2 CONT. T&As  [MILRFWD 0 <DAYS>USEDO BAL 0
MILE FWD 0.0 USED 00 BAL 0.0
OTHR USEDO 0.
CERTIFIED TMKP. EMPL. SUPER.

Figure 5. Continued T&A (Page 1)

PP AG ST TOWN UN TK G W O FT PT INT 40 ST-END S/S NAME: SMITH, JOE

220909099909091 1 1112111111 DATE 04-28-02
FS A P uO1 2 "% AC DA _ CS
PR TC SUFFIX WEEKl WEEKR APP_A B D E F |_|_
21 . 8. 399 0333 (333 0333 0333 0333 0333 1

21 8.0 <TOTAL TIME ANNL FWD 120.0 ACCR 4 USED 4.0 BAL 120.0
0 0 00 0 AC 4

0
. 0 [SICK FWD 84.0 ACCR USED 4.0 BAL 84.0
0 0 00 00 [COMPFWD 0.0ACCR 0.0 USEDOG BAL 0.0
003 __<TOTAL OTHREWOP EWD 0.0 USEBOO. BAL 00
REMARKS:(MAX.23 CHAR.) [SUSP FWD 0.0 USEDOQ BAL 0.0
PAGE 2 OF 2 CONT. T&As  |MILRFWD ¢ <DAYS>USEDO BAL 0
MILE FWD 0.0 USED 00 BAL 0.0
OTHR USEDO 0.
CERTIFIED TMKP. EMPL. SUPER.

Figure 6. Continued T&A (Page 2)
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Title |
Chapter 7
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Payroll/Personnel Manual
Time And Attendance Procedures
Time And Attendance Instructions

PP AG ST TOWN UN TK G W O FT PT INT 40 ST-END S/S NAME: JONES, JANE
229999999999991 1 220d0Wb-2222 DATE 04-28-92
ESTALT O F CON AUO1 2% °“AC2DA CS ~AWS
PR TC SUFFIX WEEK1 WEEKR APP A B C D E F LL
01 39. 00.
62 1. 1
63 40.0 <TOTAL TIME ANNLFWD 0.0 ACCR o USED 0.0 BAL 0.0
0 0 0.0 0.0 |[SICKFWD 0.0 ACCR SED 0.0 BAL 0.0
0 00 00 [COMPFWD 0.0 ACCR 0 0 USED 00 BAL 0.0
000 _<TOTAL OTHRILWOP EWD 0.9 USEBOO. BAL 00
REMARKS:(MAX.23 CHAR.) [SUSPFWD 0.0 USEDOO BAL 0.0
PAGE 1 OF 2SPLITT&As * |MILRFWD ¢ <DAYS>USEDO BAL 0
MILEFWD 0.0 USED 00 BAL 0.0
OTHR USEDOO.
CERTIFIED TMKP. EMPL. SUPER.

Figure 7. Split T&A (Page 1)

PP AG ST TOWN UN TK G W O FT PT INT 40 ST- S/S NAME: JONES, JANE
229999999999991 1 2222222 DATE 04—28—92
ESTAL” O F CON 2AUO1 2 9% “AC 2DA
PR TC SUFFIX WEEK1 WEEKR APP A B C D E F |_|_
01 00. 40. 1
01 40.0 <TOTAL TIME ANNLFWD 540ACCR 6 USED 0.0 BAL 60.0
0 0.0 0.0 |[SICKFWD 64.0ACCR 4  USED 1.0 BAL 67.0
0 00 00 |[COMPFWD 0.0ACCR 0.0 USEDOQ BAL 0.0
993 __<TOTAL OTHREWOP EWD 80 USEBOO. BAL 00
REMARKS:(MAX.23 CHAR.) [SUSPFWD 0.0 USEDOO BAL 0.0
PAGE 2OF 2 SPLITT&As * |MILRFWD 0 <DAYS>USEDO BAL 0
MILE FWD 0.0 USED 00 BAL 0.0
OTHR USEDOO.
CERTIFIED TMKP. EMPL. SUPER.

Figure 8. Split T&A (Page 2)
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Payroll/Personnel Manual Title |
Time And Attendance Procedures Chapter 7
Time And Attendance Instructions Section 1

PP AG ST TOWN UN TK G W O FT PT INT 40 ST-END S/S NAME: BROWN, HARRY

22 99 99 9999 99 99 1 1 555-55-5555_ DAT 8 92
FS AL @) F CON AUO1 2 % AC 2DA

PRTC SUFFIX WEEK1WEEKRAPP A B C D E F LL
01 = 40. 40. 1
21 8.

22  88.0 <TOTAL TIME ANNL FWD 2480 ACCR 8 USED 0.0 BAL 256.0
00 SICK FWD 504.0 ACCR 4  USED 0.0 BAL 508.0
0 68 88 COMP FWD 0.0 ACCR 0.0 USEDOQ BAL _ 0.0
000 __<TOTAL OTHRILWOP EWD 0.0 USEDOO. BAL 00
REMARKS:(MAX.23 CHAR.)  ISUSPFWD 0.0 USED0OQ BAL 0.0
INCLUDES 8 HOURS MILR FWD 0 <DAYS> USED O BAL 0
OVERTIME PREVIOUSLY MILE FWD 0.0 USED 00 BAL 0.0
REPORTED AS COMPENSATOR®THR USEDO O.
TIME
CERTIFIED TMKP. EMPL. SUPER.

Figure 9. Corrected T&A

PP AG ST TOWN UN TK G W O FT PT INT 40 ST-END S/S NAME: BROWN, HARRY
22 99 99 9999 99 99 1 1 555-55-5555_ DAT 28—92
FS AL @) F CON_ AUO1 2 % AC 2DA
PR TC SUFFIX WEEK1 WEEKR APP A B C D E F LL
21 8. . 1

22 88.0 <TOTAL TIME ANNL FWD 248.0 ACCR 8 USED 0.0 BAL 256.
0 0 0.0 0.0 |SICKFWD 504.0 ACCR 4 USED 0.0 BAL 50

(oo}l
oo

0 00 00 |COMPFWD 0.0ACCR 0.0 USEDOQ BAL 0.0
903 __<TOTAL OTHREWOP EWD 89 USEDOO. BAL 00
REMARKS:(MAX.23 CHAR.)  [SUSPFWD 0.0 USEDOO BAL 0.0
INCLUDES 8 HOURS MILRFWD 0 <DAYS>USEDO BAL 0
OVERTIME NOT PREVIOUSLY|MILE FWD 0.0 USED 00 BAL 0.0
REPORTED OTHR USEDO 0.
CERTIFIED TMKP. EMPL. SUPER.

Figure 10. Supplemental T&A
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Payroll/Personnel Manual Title |

Time And Attendance Procedures Chapter 7
Time And Attendance Instructions Section 1
Section 1. Recording Employee Data — Ag (Agency) (alphanumeric field; 2 positions).

Enterthe code that identifies your agency. If unsure

The Recording Employee Data section of the T&A is of your agency code, contact your personrigted

used to record information which is unique to the — St (State)(numeric field; 2 positions)Enter the
employee. Data applicable to other sections of the T&A code that identifies the state (within or outside the
are also recorded in this sectidtote: In PC—-TARE, the continental United States). A list of state codes is
data inseveral fields is initially entered in the employee’s contained in the GSA Worldwide Geographic
master record. Thereafter, it is generated on the T&A Location Codes Handbook and Table Management
entry screen. See thePC-TARE Timekeepers manual for ~ System, Table 16.
more information. Complete the fields below using the — Town (numeric field; 4 positions)Enter the code
instructions provided: contained in the GSA Worldwide Geographical
Location Codes Handbook that identifies the city
PP (Pay Period Numbernumeric field; 2 positions) location. If a city code is not shown in the GSA
Valid values aré)1-27. Enter the effective pay period Handbook, contact your personnel office to obtain
number. the appropriate code.

— Un (Unit) (numeric field; 2 positions)Enter the
agency-assigned number that identifies the unit.
The unit code is assigned by the agency to identify
each contact point location within a town.

This field may be used for the current pay period and 25
pay periods prior to the processing pay period for a cor-
rected or supplemental T&A. For a late unprocessed
T&A, the pay period number cannot be more than five
prior pay periods; otherwise, the T&A will reject. These 1 (Timekeeper numeric field; 2 positionsEnter the

T&As must be processed manually. Do not prepare a yq-position, agency-assigned number used to identify
T&A for a future pay period. the individual timekeeper within a unit. Use of this code

is optional, as directed by the agency.
If a T&A is received for a prior pay period for which a P y gency

T&A has already been processed, it will be rejected, G (General Schedule)V (Federal Wage System)
unless it ioded as a corrected/supplemental T&A. If an (Other)(numeric field; 1 position)Valid value isl. The
identical T&A is received for the current pay period, it pay plan which is applicable to the employee’s scheduled
will be dropped. The submission of regular T&As each rate of pay. This code is established in the database by the
pay period must be consecutive by pay period number.processing of a personnel action. The code entered on the
The current T&A will not release until the last schedule if T&A must agree with the code in the database. Each pay
the prior pay period T&A has not been processed. (This plan iscategorized into one of three groups: GS, WG, and
only applies to full-time and part-time employees in Other. Complete only the field applicable to the
active pay status.) employee’s pay plan as described by one of the follow-
Pay periods are numbered consecutively on a leave yealrng_' G (General Schedule). Entfor a General Sched-

basis beginning with Ofbr the first full pay period in the
calendar year. If multiple pay period T&As are pro- ule employee (e.g., GS, GW, GH, GM, etc.).

cessed in given pay period and only one of these T&As  — W (Federal Wage System). Entefor a Federal
rejectsall others will be suspended. The system will also Wage System employee (e.g., WG, WL, WS, etc.).
edit if the current processing T&A is not included inthe  — O (Other). Ented for all other types of employee
group. pay plans (e.g., ED, AD, YV, ES, EX, etc.).

FT, PT, Int,1st 40 (numeric field; 1 position)valid val-
ues arel or 6. This is a code which identifies the
employee’svork schedule. This code is established in the

. . database by the processing of a personnel action. The
T&A related data. The contact point appears in the head'codeentered on the T&A must agree with the code in the

ing of printouts fgrnished by NFC, and must b.e ShOW.“ ON jatabase. The type of employment is a primary factor
all T&A's transmitted to NFC. The contact point consists used in determining the employee’s entitiement to vari-

of agency, state, town, and unit codes. The contact point s ! .
entered othe T&A must match that entered through the gums Itz)er;eeﬂ;ss. geosrgr?tl)eetg t;) ng’ﬂ?i;{ﬁf fiﬁg\l,:,(i:r?b-le to the
TableManagement System or that on the AD—789; other- ploy y 9

Ag (Agency),St (State),Town, Un (Unit) (i.e., contact
point) (alphanumeric field; 10 positionshdentifies the
location for inquiries concerning T&A's and mailing of

wise, the T&A will reject. For agencies not having update ~ — FT (Full-Time). Enterl for an employee assigned
authoritythrough the ibleManagement System, submit to a full-time schedule.

Form AD-789, Update — T&A Contact Point, Address — PT (Part-Time). Entet for an employee assigned
and Telephone Number, to NFC. to a part-time schedule.

17



Title | Payroll/Personnel Manual
Chapter 7 Time And Attendance Procedures
Section 1 Time And Attendance Instructions

— Int (Intermittent). Entefl for an employee assigned

rected T&A must contain an entry in the St/End field. If

to a call-when-needed or when- actually-employed not, the corrected/supplemental T&A will reject.

tour ofduty. Entet6 when an intermittent employee
substitutes for a full-time employee. This enables
the intermittent to receive any compensation for
which the full-time employee was entitled.

— 1st 40(1st 40). Entef for an employee assigned to
a 1st 40 tour of duty.

St (Start) (numeric field; 2 position#End (numeric
field; 2 positions) Valid values ar@1-14. Indicates the
effectiveday of the pay period for a change in status (i.e.,
the effective day of a personnel action, service year, etc.).
This is not the effective date. A pay period begins on

Sunday, continues for 14 days, and ends on the second

Saturday ofhe 2-week period. The days of the pay period
are numbered consecutively wifll representing the
first Sunday of the pay perio@2 representing the first
Monday,and so on, witi 4 representing the last Saturday
of the 2-week period. Many edits are performed against
the T&A and the employee’s database record to assure
that a matching personnel action exists. Complete the St
and End fields for single and split T&A's, as appropriate.

Note: If a T&A (regular or split) is received with the
samevalue (01 through 14) in the St/End fields, the T&A
will reject.

Regular T&A
Complete théstart field for:

— An accession action effective on any day other than
the first day of the pay period. Enter the pay period
day 02-14) that reflects the effective day of the
accession.

— Enter the pay period da@¥-14) that reflects the
beginning day of the status change.

Complete thdend field for:

— A separation action effective any day other than the
last day of the pay period. If the End field does not
equal the effective day of the separation, the T&A
will reject.

— Enter the pay period da@¥-14) that reflects the
ending day of the status change.

Split T&A

If a split T&A is required, complete both the End and St
fields. A split T&A requires the completion of two
T&A's. Enter the day before the change was effective in
the End field of the first T&A. Enter the effective day in
the St field on the second T&A.

If a corrected/supplemental T&A is submitted for a pay
period for which a split T&A was processed, the cor-

18

Complete thestart andEnd fields when one of the fol-
lowing changes occurs:

Work Schedule Code (full-time, part-time, etc.)
Commencing Date of Service Year
Master Record Number

— Individual Position Number

Pay Plan

Occupational Series

Grade

Step

Base Salary (Schedule Salary)
Salary Rate Code

Pay Rate Determinant Code
Save Grade Expiration Date

— Duty Station
— Tour of Duty Hours

Type of Appointment Code

— Special Employee Code

COLA/Post Differential Code

Wage Board Shift Rate

Annuitant Share

Cooperator or State Share of Salary

Hourly Cooperative Agreement Rates — Overtime
Hourly Cooperative Agreement Rates— Holiday
Quarters Deduction Code

Quarters Deduction Amount

FLSA Code

Employing Office

Extended LWOP effective other than Day 1, 2, 13,
or 14 of the pay period

Return to duty action effective other than Day 1, 2,
13, or 14 of the pay period.

Emergencynilitary leave and/or AWOP used in the
last pay period of thealendar year. Refer to the
Special Processing section for T&A completion
instructions.

Nonpay status used the last pay period of the leave
year. See Calendar Year Closing for detailed
instructions.

Regulamilitary leave used in the last pay period of
the fiscal year.

New fiscal year begins on pay period day 02
throughl14. Refer to the Special Processing Section
for T&A completion instructions.



Payroll/Personnel Manual Title |
Time And Attendance Procedures Chapter 7
Time And Attendance Instructions Section 1

Example 1: The personnel action which changes one name orthe T&A should match the name on the person-
of the data elements listed above is pro- nel action.
cessed effective the first Monday of a pay ) o - )
period. The employee works on the first FS (FEGLI Shift) (numeric field; 1 position)valid val-
Sunday. A split T&A must be submitted.  ues araBlank, 2, 3, or4. The data in this field is used to

calculatehe annual FEGLI coverage amount for Federal

Example 2: The personnel action which changes one Wage System employees based on the shift of the pay
of the data elements listed above is pro- period worked.

cessed effective the second Friday of the =
pay period. The employee works on that This field is also used by GS employees who exceed the

day or the following day (Saturday). A €arnings limitation in a pay period as a result of emer-
split T&A must be submitted. gencywork performed. See the FEPCA Act of 1990, Sec-

tion 204. See PINQ Program PQO061, PACS Above Earn-
It is not necessary to prepare a split T&A for the above ings, for data related to exceeding the biweekly earnings
situations ifthe change is effective the second or last day limitation. Caution: The employee may still be subject
of the pay period unless the employee worked on the dayto the annual limitation.
of the change. Enter one of the following codes as applicable each pay
If one of the split T&A's contains an error, both T&As  period:

will reject. GS Employees

Code Definition
S/S (Social Security Numberjnumeric field; 9 posi- 4 Employee exceeds biweekly earnings
tions) The employee’s social security number as limitation though subject to annual limita-
recorded irthe database. If the employee does not have a tion
social security number, enter the agency-assigned identi\vs Employees
fication number. This is a temporary number to be used  qge Definition

until the employee obtains a permanent social security Blank
number. The agency-assigned identification number will

be entered on the T&A until the personnel office pro-

cesses a personnel action changing the temporary identi-
fication number to the permanent social security number.

Compute the annual FEGLI coverage
amount based on the first shift rate

Compute the annual FEGLI coverage
amount based on the second shift rate

The personnel office should contact you when this 3 Compute the annual FEGLI coverage
occurs. amount based on the third shift rate
4 Compute the annual FEGLI coverage

Example:  The timekeeper was notified that the per-
sonnel action to report the employee’s
socialsecurity number was transmitted for
processing effective Pay Period 10. The
agency-assigned identification number
would be entered in the Social Security
Number field for the T&A being sub-

mittedfor Pay Period 10. In addition, enter
Employee’s social security number will ~ This field indicates if the employee has been granted

change to XXX-XX-XXXX next pay advance@nnual and/or sick leave. Once a code has been
period in the Remarks Section. The initially entered in thidield, the code must be entered on
employee’s permanent social security the employee’s T&A for all following pay periods until
numbemust be entered on all subsequent the advanced leave has been repaid.

T&As. If not, the T&A will reject. Normally, the Bal (Balance) field in the Leave section of
When preparing the first T&A for a new employee, be the T&A shows a plus (or positive) balance of zero or
sure the social security number on the T&A matches thegreater. However, the employee has been authorized to
social security number on the personnel action. use annual or sick leave before it is earned, the Bal field
contains aninus (or negative) balance. The negative bal-
ance is reduced each pay period by the number of leave
hours earned until a positive balance of zero or greater is
obtained.

amount based on the varied shift rate
Note: The rate amount for this shift must
be entered on a personnel action by the
personnel office.

AL (Advanced Leave Codéumeric field; 1 position)
Valid values ard, 2, 3, orblank.

Name (alphanumeric field; max. of 19 positionghe
employee’s name (i.e., last name, first name, and middle
initial). Nicknames and titles (Mr., Mrs., Ms., Dr., Prof.,
etc.) should not be used. Enter the name in the same wagomplete the AL field when the advanced leave is ini-
each time a T&A is completed for the employee. The tially used and whenever a negative balance is contained
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in the Bal field. If the employee is separating, the person- appointment. The personnel office can confirm whether
nel officeshould notify NFC of the employee’s indebted- or not the Oath of Office was administered. (If in doubt,
ness for the advanced leave. The T&A should be sub-contactyour personnel office.) If this field is completed, a
mitted promptly to the personnel office who in turn sends personnel action must be processed and the St field may
it to NFC with Form AD-343, Payroll Action Request, also need to be completed. Also, an AD—-349, Employee
attached. NFC will withhold the advanced leave from Address, must be processed by the personnel office for
final pay, lump sum settlement, and/or retirenusgos- tax and check mailing (for other than financial institution
its. Note: It is not necessary for agencies using the Spe- purposes).

cial Payroll Processing System to notify NFC. Do not complete this field if the employee is gained

Enter one of the following codes in this field: through a reassignment within the department.

Code 1. Enterl if the employee has been granted F (Final) (numeric field; 1 position)alid values aré or

advanced annual leave or if a negative annual leave balPlank Enterl if the T&Ais the last T&A being prepared
ance is reported in the Bal field. for a separating employee. This entry indicates the final

T&A for an employee who is being separated (e.g., resig-
The amount of annual leave that may be advancedpation, terminationietirement, death, transfer to another
depends upon the employee’'s employment status. Angepartment, etc.). If this field is completed, a personnel
employee with a permanent employment status may bectionmust also be processed and the End field may also
granted advanced annual leave not to exceed the total,ee( to be completed on the T&A. Do not complete this

number ofeave hours the employee will earn through the fia|q if the employee is being reassigned within the
remainder of the leave year. An employee with a tempo'department.

rary employment status may be granted advanced annual

leavenot to exceed the total number of annual leave hoursFor Department of Justice Only.This field is used for
the employee will earn through the remainder of the yearcoding final T&As and FLSA changes from exempt to
or through the remaining period of employment, which- nonexempt. Valid codes for Department of Justice
ever ends first. In either case, the employee must also bemployees are as follows:

assigned to a full-time or part-time work schedule. Code Definition

Code 2. Ente? if the employee has been advanced sick Elr:al T8;<AFLSA de ch it
leave or if a negative balance is reported in the Bal field. nin\gfeempt) code change (exempt to

The amount of sick leave that may be advanced depends g5 1st week FLSA code change (exempt to

upon the employee’s employment status. nonexempt) and final T&A

» An employee with a permanent employment status 6  2nd week FLSA code change (exempt to
may be granted advanced sick leave not to exceed 240 nonexempt)
hours. 7 2nd week FLSA code change (exempt to

_ i nonexempt) and final T&A
* A FLSA employee who is entitled to scheduled Both weeks FLSA code change (exempt to
standby (Special Employee Code 01) may be granted nonexempt)

720 hours; a FLSA employee who is entitled to sched-
uled standby and authorized overtime (Special
Employee Code 03) may be granted 336 hours.

Both weeks FLSA code change (exempt to
nonexempt) and final T&A

Con (Continued)Xnumeric field; 1 position)Valid val-

ues are?, 3, or blank. The value entered in this field

Geflects the number of pages for a single pay period

report. If the number of pages do not equate tothe code,

the T&A will reject. A continued T&AFigures 5and 6)is

In all cases, the employee must also be assigned to a full@ Multiple-page T&A report for one employee that

time or part-time work schedule. requires the completion of more than one page for a
single pay period. The additional forms are required

Code 3. EnteB if the employee has been granted both because more than 11 lines of transaction codes and/or

* An employee with a temporary employment status
may be granted advanced sick leave not to exceed th
total number of sick leave hours the employee will
earn through the remaining period of employment.

advanced annual and sick leave. Also, eBiéa nega- accounting data must be used to report the employee’s
tive annual leave and a negative sick leave balance ar¢ime and attendance. A continued T&A may contain a
reported in the Bal field. maximum of 30 lines of transactions. This field is sys-

' L . ) tem-generated throughPC-TARE.
O (Oath of OfficeXnumeric field; 1 position)Valid val-

ues ardl orblank. Indicates if a newly gained employee Enter2 or 3 in this field to reflect the number of T&A
was administered the Oath of Office upon his/her pages required for a Continued T&A.
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Enter2 on both forms if two pages are needed. Ending the Standby/AUO. Ent88 in the % (Percent)

field on the T&A being prepared for the pay period after
Enter3 on all three pages if three pages are needed.  the employee’s standby/AUO status is terminated. Do
not complete the AUO 1 and 2 fields. Entitlement is dis-
continuedwhen a personnel action is processed terminat-
ing eligibility.

Complete the following fields on the last page of the
T&A as applicable:

Advanced Leave Code (AL)

Oath of Office (O) Corrected T&A's for AUO. Use the following instruc-

tions to prepare a corrected T&A for AUO information

E\IS?)I F) that was previously omitted or entered incorrectly:
Accounting Data Code (AC) * Enter the AUO percentagad hours in the AUO 1, 2,
Days in Pay Status This Pay Period (DA) and % fields on each corrected T&A if different from
Corrected (CS) the entry which was authorized for the last pay
Alternate Work Schedule (AWS) period(s) it was paid (original, corrected, or revali-

dated T&A). AUO can be paid via a corrected T&A
even if itwas not paid on the original T&A, only if the

AUO (Administratively Uncontrollable Overtime). The employee is coded as eligible for AUO in his/her per-
Standby/AUO fields (AUO 1, 2, %) are the number of sonnel record for the pay period covered by the cor-
hoursand the pay diérential entitiements for employees ~ '€cteéd T&A _
who receive premium pay on an annual basis for adminis-Note: Continuing AUO payments cannot be started via a
tratively uncontrollable overtime or regularly scheduled corrected T&A.

standby duty. Use these fields only when the employee's, Enter99in the % field and leave the AUOL1 and 2 fields

standby/AUO status begins, changes, or ends. :
. . blank oneach corrected T&A when AUO was paid for
Note: Continuing Standby/AUO payments can only be the pay period being corrected, but should not have

started on an original T&A. For information regarding b id
FLSA meal periods, see TC17, Prefix 11. Beginning, een paid.
changing, or ending standby/AUO may be corrected AUO1 (First Week Hoursjnumeric field; 2 positions)
through a corrected T&A. Enter01 through40 to show the number of standby/AUO
hours authorized for the first week of the pay period.

Beginning the Standby/AUO. An employee must be 2 (Second Week Hoursnumeric field; 2 positions)
coded as eligible in the database to be paid premium payEnter01 through40 to show the number of standby/AUO

on an annual basis for standby/AUO. Eligibility estab- hours authorized for the second week of the pay period.

lished orthe personnel action will determine whether the ) ]
employee receives standby or AUO. Confirm with the Note: The number of hours entered in AUO1 and 2 fields

personnel office for employee eligibility, if in doubt. If Must be the number of hours of the employee’s weekly
not coded, the T&A will reject in the system. Complete tour ofduty that he/she is entitled to standby/AUO;_ how-
the AUO field for the pay period in which the standby/ €Ver. the hours cannot exceed 80 for the pay period.
AUO status begins. Enter the number of scheduled
standby/AUO hours for each week of the pay period in
the AUO 1 and 2 first week and second week hours fields.
Enterthe percentage used to compute the pdgrdifitial
entitlements in the % (percent) field. The payedéntial
entitlements are computed based upon the percentag
that was entered.

Complete the Leave section only on the last page.

% (PercentYnumeric field; 2 positions)alid values are
02,05,07,10,12,15,17, 20, 22, or25. Enter the percent-
age of pay differential entitlements that will be used to
compute the employee’s pay for Standby/Administra-
gvely Uncontrollable Overtime worked.

Note: If the entitlement results in a fractional percentage

(17 1/2, 22 1/2, etc.) because of Sunday work, do not

Changing the Standby/AUO. When the employee’s pre- enterthe fraction. The differential pay will automatically

viously reported weekly scheduled standby/AUO hours be computed at the fractional rate when processed.

and/or percentage change, complete all of the Standby/

AUO fields to reflect the new hours and/or percentage. Availability Pay. Availability pay is a form of premium

Enterthe change on the T&A for the pay period in which pay for covered criminal investigators and replaces AUO

the change is effective. for these employees. Availability pay is fixed at 25 per-
cent of the employee’s basic pay.

Completeall three blocks (AUO1, 2, %) even if only one

block is changing. The completion requirements to Recording Availability Pay. Special Employee Code
changehe Standby/AUO are the same as Begin Standby/26 alerts the system that an employee is entitled to avail-
AUO. ability pay.
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» Do not complete the AUO field to start availability Blank. Do not complete this field if accounting data is
paymentPayment will be based on Special Employee entered otthe T&A. If the field is left blank, complete the
Code 26eflected on the personnel action. The system AccountingData fields for each line containing informa-
will calculate payment from base hours in a pay statustion (i.e., transaction code, first and second week hours
at the fixed rate of 25 percent. containentries). The accounting information is treated as

temporary information and is not used to update or

* For tracking purposes only the following depart-  changehe accounting data stored in the employee’s data-
ments may entetlin the TC field and the number of  pase record.
availability hours worked in the applicable

Week1/Week? field(s)These hours will not be used ~ Code 1Enterlin this field if the accounting data entered
for payment. on the T&A is to be stored in the employee’s database

record. When Code 1 is used, the accounting data is

Department of Justice entered only on the first line of transactions. Only one

Department of the Treasury line of accounting data may be stored. Accounting data
Department of Commerce cannot be stored on a corrected T&A.
Small Business Administration Code 2. EnteR in this field if the accounting data last

stored in the employee’s database is to be used. The
accounting data fields must be blank if 2 is contained in
this field.

* Do not complete the AUO field to stop availability
payment. Payment will be discontinued based on per-
sonnel action processing.

Continuance of availability pay for certain training, Da (Days in Pay Status This Pay Perigu)meric field;
travel, excused absence, and paid leave is based of Positions)Valid values ar@0-14. The number of days
agencydiscretion. As a result, employees may be entitled the employee was in pay status.

to partial availability payments. Refer to Federal/agency ) o ) _ )
regulations for more information. Complete if the employee is intermittent (Int field is

coded 1 or 6) or has an appointment limitation for days.

Enterthe number of hourt® be paidand the percentage_ Eachday in pay status is counted as one day. Days in pay
rate (25) on the T&A. For example, an employee iS giatys are counted for any day in which pay is received

entitled to only 40 hours of availability pay because of regardless of the number of hours worked, including:
training inthe first week of the pay period. En@¢¥in the

AUOL1 field and40in the AUO2 field. EnteR5 in the Per- * Eachday of paid absence (holidays and days for which

cent field. pay is received)

If entitlement is discontinued for a full pay period, enter * ANy day normally considered as a nonduty day in
00in both the AUO1 and AUO? fields. Ent2s in the which the employee worked overtime and received
Percent field. pay

] When an employee has an appointment limitation for
Do not code the following T&A to resume full pay- days, there must be an entryQdfthrough14in the Da
ment. The system automatically reverts to the number of fig|d unless the employee was on LWOP (TC 71), AWOL
hours paid prior to the change. (TC 72), Suspension (TC 73), or Furlough (TC 74) for the

. o N ) entire pay period. In such caséswould be entered in
AC (Accounting Codefnumeric field; 1 position)alid the Da field.

values ard, 2, orblank.

Note: The days in pay status on the T&A must not exceed
Each employee’s database record contains approprithe number of days remaining in the employee’s appoint-
ations and accounting information used to disburse andment limitation.
charge the employee’s pay and related expenditures to
the proper accounting records. The AC field is completed You should maintain a running total of monies, hours,
to alert the system when accounting data will be enteredand days worked for all employees with appointment
on the T&A. This field also reflects when accounting data limitations toassure these employees do not exceed their
entered on the T&A is a temporary change and is to belimitation. The total may be entered in the Remarks sec-
usedfor one pay period only or whether it is to be used to tion ofthe T&A. Also, be aware of employees with not to
update and change the accounting information containedexceedlates (NTE)Note: The appropriate personnel ac-

in the employee’s database. tion should be submitted prior to reaching the NTE date.
Do not allow these employees to work beyond these
Enter one of the following codes in this field: dates.
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CS (Corrected/Supplementa(pumeric field; 1 posi- Caution: A corrected T&A for a prior pay period does

tion). Valid values arel, 2, or blank. Supplemental  not apply to the database until ADJP (the adjustment sys-

T&As cannot be processed through PC-TARE. If using tem) and PAYE have executed. Therefore, if the current

PC-TARE, you must transmit a corrected T&A. T&A reflects leave used that was earned on the corrected
T&A, use TINQ to enter the leave earned. Do not process

Erroneous oomitted information on T&As that has been a corrected T&A.

submitted and processed must be corrected to provide

proper payment and accurate records. (Sgees 9 and EnterCode 1 for a corrected T&A when making a correc-

10). The Payroll/Personnel System stores time and attentjon which affects an employee’s net pay or leave. Com-

dance information for 26 pay periods (25 previous pay plete the T&A in its entirety. Record the data that is not

periods and the current pay period). Timekeepers maychanging exactly as previously reported. In addition,

submit changes to correct or supplement any of the 25enter the necessary additions or changes to record the

previous pay periods at any time, or for the current pay corrections.

period, providing the PayrdRrocessing System (PAYE)

has not executed. Corrections to pay periods other thargnter Code 2 for a supplemental T&A to report addi-

the current and 25 previous pay periods must be made bional overtime and/or compensatdiye worked which

the personnel office by submitting a Form AD-343, Pay- was not previously reported for the current pay period.

roll Action Request, and a copy of the original and cor- when completing a supplemental T&A, previously

rected T&A(s) giving a complete explanation of the reported time and attendance does not have to be resub-

changedeing made. In certain situations, your personnel mitted. Complete the T&A showing only the additional
office may opt to use theiffie Inquiry System (TINQ) t0  time being reported.

correct leave data. Any leave discrepancies that are

adjusted on aorrected T&A will adjust the current leave  p\ny/s (Alternate Work Scheduldhumeric field: 1 posi-
balance only. tion). Valid values ar&, 5, 7, 8, and9. Indicates if the

employee iplaced in or removed from an alternate work
Note: A corrected/supplemental T&A can only be pro- ¢.hadule.

cessedor a pay period for which a T&A has already been
processed. If a regular T&A has not been processed, th
corrected T&A will reject. Corrected T&A's for the cur-
rent pay period should not be transmitted until it is veri-
fied through PINQ that the T&A data from the original  cgde Definition
T&A has been applied to the database. 3 Four 10-hour workdays per workweek — 4/10
A corrected T&A must be prepared if: 5 Nine workdays (eight 9-hour days and one
8-hour day) — 5/4/9
* Time in pay status was reported against the wrong 7 Variable workday hours within a 40-hour
transaction code. workweek (flexitour, flexitour with credit
hours, gliding work schedule, variable day)
Variable workweek hours within an 80-hour
pay period (maxiflex, variable week)

« Standby/AUO was not recorded timely. 9 Resﬁt - Ee(;‘ulm to regular workday/work-
week schedule

%Enter one of the following codes that reflect the
employee’s alternate work schedule:

* Time reported as nonpay status must be corrected to
reflect time worked or paid absence.

o

A supplemental T&A must be prepared if: For a full-time employee with a nine-workday alternate
) _ work schedule (Code 5), the hours worked and leave used

* Overtime and/or compensatory time was not pre- each week must be within 35 (minimum) and 45 (maxi-
viously reported. Complete the T&A showing only the  mum) unless a personnel action is effective that may
additional time being reported. allow otherwise (e.g., accession, separation, change in

) tour in the middle of the pay period, etc.).
Do not process a corrected T&A if the employee has sep-

arated in a previous pay period or an employee has beeiComplete this field on the first pay period in which the
reassigned to another agency. alternate work schedule begins, changes, or terminates.
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40 transaction codes may be used.
Data iscollected and recorded daily, weekly, or biweekly
on agency unique worksheets/forms and entered in the
area designated for Recording Titégure 3). Record

Regular time worked cannot be less than the
employee’diweekly scheduled tour of duty except if:

allowances, (certain) deductions, and paid time _ The employee was on LWOP, AWOL, suspension,

(e.g., quarters allowance, meal deductions, regular time, or furlough.

leave taken, overtime, etc.) in this area of the worksheet.

This data is entered into the remote entry system for pro- — The employee entered duty after the beginning of
cessing and is automatically totalled. the pay period.

Transaction codes are used to record all time and atten- — 1h€ employee terminated before the end of the pay

dance on the T&A. Time and attendance data includes period.
regular time worked, paid absences, overtime, and non-
pay status. Transaction codes are also used to record the
hours or monetary value to which allowances and differ-
entials are to be applied.

— The employee is not entitled to regular pay for holi-
days not worked.

* Regular time recorded for any 1 workday cannot

The instructions in this section address minimum and €xceed 8 hours except if :

maximum hogrs V\_/orked for certain transaction codes. _ Tphe employee is working an alternate (4/10 or
When recording time foAlternate Work Schedule 5/4/9) or flexible work schedule. Regular time
employees, the minimum and maximum limitations may recorded for a regularly scheduled workday may
not apply. exceed $ours and may exceed 40 hours the first or

second week. However, regular time for the pay

Listed below are categories of time in pay status for period cannot exceed 80 hours.

which transaction codes are used to record this data. The
instructions for recording transaction codes are provided

in the Transaction Code Instructions section. Overtime. Overtime is hours of work performed over

8 hoursper day (except in Examples 2 and 3 below) or 40
hours per week. It includes regular overtime work and
Regular Time. Regular time is hours that are scheduled irregular or occasional overtime work.
as part of the employee’s regularly scheduled administra-
tive workweek. This includes base hours worked, (com-
pensated diase or overtime rate) paid absences, and reg-
ularly scheduled overtime, or a combination of all that

fall within the basic workweek. Example 2 For a 5/4/9/ schedule, the employee has a

biweekly, 80-hour schedule that is worked in 9 days

(eight9-hours days and one 8 our day). Overtime is, in

this case, the hours of work performed in excess of
9 hours per day for the 9-hour days and in excess of
8 hours for the 8-hour day or in excess of 80 hours
biweekly.

Example 1 For 8 hours per day, 5 days per week basic
tour ofduty, overtime is the hours in excess of 8 hours
per day or 40 hours per week.

Paid absences are authorized and/or approved time off
with pay.The time away from work on days the employee

is regularly scheduled to work must be properly charged
against the appropriate leave used. Paid absences also
include absences authorized by law (holidays), Execu-
tive Order, or administrative action without loss of pay or

a charge to the employee’s accrued leave. Transaction Example 3 For a 4/10 schedule, the employee has a
codes used to record paid absences during regular time 40-hourworkweek that is worked in 4 days, 10 hours a
are applicable to all employees eligible to earn and use day. Overtime is the hours of work performed in
leave. Eligibility requirements are discussed in the excess of 10 hours per day or 40 hours per week for
detailed description of each of the transaction codes. this alternate work schedule.

The following rules must be used when recording regular | sa pProvisions: All employees are either covered

time worked: (nonexempt) or not covered (exempt) by the overtime

* For full-time employees, transaction codes for regular provisions of the Fair Labor Standards Act (FLSA).
time must be used to record hours which make up theOvertime pay computations for FLSA nonexempt

basicworkweek. After these criteria are met, overtime employees are made solely in accordance with Part 551
transaction codes may be used. of Title 5, Code of Federal Regulations.

* For part-time employees, regular time transaction Suffered or permitted wonkieans any work performed
codesmust be used to record up40 hours in a work- by an employee for the benefit of an agency whether

24



Payroll/Personnel Manual Title |
Time And Attendance Procedures Chapter 7
Time And Attendance Instructions Section 1

requested or not, provided the employee’s supervisoraction code which is not established is entered in this
knows orhas reason to believe that the work is being per- field.
formed and has an opportunity to prevent the work from

being performed. Example:  TC 01 reflects regular time at the base rate.

When entered on the T&A, the reported
time isprocessed as the hours of work per-
formed by the employee while in pay sta-
tus. This employee will be paid at his/her
hourly base rate of pay.

Following are completion instructions for the Recording A total of 30 lines of transaction codes may be submitted
Time section: for a single T&A. Each T&A allows for 11 lines of entry.

If more than 11 lines are required to reportehwloyee’s
time and attendance for a single pay period, prepare a
continued T&A (multiple-page T&A).

Title 5 ProvisionsExempt employees are covered under
the provisions of Title 5 only. Refer to CFR regulations
for detailed information regarding Title 5 provisions.

Pr (Transaction Prefixjnumeric field; 2 positions)A
codeused to record the percentage rate for environmental
differentialpay and danger pay and to expand the defini-
tion for certain transaction codes or create a new transac-All information that is to be reported for the employee’s
tion code and definition when the transaction code hastime and attendance, whether it is work performed, paid
been previously used without a prefix. See the list of absence, etc., will be recorded on the T&A by the appli-
transaction codes providedAppendix A. cable transaction code. See Transaction Code Instruc-

tions for detailed guidance.
The following instructions apply to recording environ-
mental differential only. Suffix (Transaction Suffix(numeric field; 1 position)
The transaction suffix is used to recordetiéntial, union
An environmental differential is paid to all Federal Wage representation, and to supplement certain transaction
System employees (full-time, part-time, or intermittent) codes to vary their meaning.
who are exposed to hazardous or defined working condi-

tions or physical hardships which were not taken into pifferential (validvalues are. through7). Complete this

consideration in the job-grading process. The Office of fig|g when General Schedule and other employees are on
Personnel Management provides a list of duties which n5ig apsence and entitled to a differential.

entitles the employee to environmental differential.

Supervisors should inform timekeepers if employees areComplete this field for all Federal Wage System
entitled to environmental differential. employees; otherwise, the T&A will reject. If a shift dif-

ferential isapplicable to the hours entered in this section,
The environmental pay differentials are stated as percententer one of the following suffix codes with one of the
age amounts for the various categories of exposurescorresponding transaction codes.
Valid values ar®4, 08, 15, 20, 25, 50, 97, 98, or99. The ) ) o
amount othe diferential which is payable is determined ~ Suffix1(7:00a.m. to 3:00 p.m.). This suffix is used for
by multiplying the percentage rate authorized for the par- Federal Wage System employees working 5 or more
ticular exposure by the second rate@Grade WG—10 on hours, including meal breaks, in the first shift.

the regular, nonsupervisory wage schedule for the Coor- g iy 2(3:00p.m. to midnight). This suffix is used for

dinated Federal Wage System area. Federal Wage System employees working 5 or more

Completethis field if the employee is entitled to environ-  NoUrs, including meal breaks, in the second shift.

mental diferential on an actual exposure basis. Enter one |t js also used to record union representation and paid

of the valid values. Ented9 for 100 percentNote: A absencéor GS or Other employees who are entitled to
minimum of Thour must be entered in the Week 1/\Week 2 pight differential.
fields.

Suffix 3 (11:00 p.m. to 8:00 a.m.). This suffix is used

Transaction Code (numeric field; 2 positions)A trans- for Federal Wage System employees working 5 or
action code (TC) is used to record hours worked, Mmore hours, including meal breaks, in the third shift.
absences, allowances/differential entitlements, and other
entitlements. Se@ppendix A for a complete list of
T&A transaction codes. Earnings and Leave Statement
transactiorcodes are not listed in this procedure, but may
be viewed in the Table Management System Table 32, Suffix 4 (includes 2 omore shifts). This suffix is used
TransactiorCodes The transaction codes are established  for Federal Wage System employees working a varied
in the system with each code symbolizing a specific rate  shift and who have a regularly rotating tour of duty.
and kind of pay or absence. The T&A will reject if atrans-  Shift 4 is for use when overtime was performed on a

It is also used to record union representation and paid
absencefor GS and Other employees who are entitled
to Sunday differential.
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nonworkday in a week with a regular rotating tour of e
duty. Refer to FPM for detailed information on varied
shift rate. The rate of pay for this shift must be entered
on a personnel action by the personnel office.

Also use Suffix 4 to record union representation and
other paid absences, including paid holidays for GS
and Other employees who are entitled to Sunday dif-
ferential with night differential.

The entry of shifts 2, 3, and 4 in the suffix field will not
be used to calculate the annual FEGLI coverage
amount for FWS employees based on the shift of the

Suffix 5 (includes all other pay plans). This suffix is
used taecord overtime over 8 hours in a day outside of
the basic workweek.

¢ Suffixes 5 through 8 (Federal Wage System Pay

Plan). These suffixes are used for Federal Wage Sys-
tem employees to record overtime over 8 hours in a
day and to identify the shift worked. Suf-
fixes 5 through 8 will mirror Suffixes 1 through 4,
which are currently used to indicate first, second,
third, and varied shifts for overtime over 40 hours in a
week. Note that TC 25 is not applicable to wage sys-
tem employees.

pay period worked. See the FS field for more informa- TC 19, Overtime Over 8, and TC 26, Overtime Over 8
tion on FEGLI coding necessary for Federal Wage \yiy, Night Differential. These TC's are used to record
System employees. overtimeover 8 hours in a day, but less than 40 hours in a
week. It is not required that suffixes 5 through 8 be used
with these TC’s. However, the suffixes will be allowed
with these TC'’s to avoid confusion for timekeepers and to
provide a consistent process for recording “overtime
Suffix 6 (3:00p.m. to midnight). This suffix is used for ©OVer 8 hours in a day".
Federal Wage System employees to record paid|f hours worked in a day exceed 8 for a non-AWS
absences at the second shift with Sundaydifferential. employee, those hours in excess of 8 should be consid-
ered as “overtime over 8 hours in a day”. For employees

Suffix 7 (11:00 p.m. to 8:00 a.m.). This suffixis used 4 aws whose normal scheduled workday is in excess of
for Federal Wage System employees to record paidg noyrs, only the hours worked in excess of the hours nor-

absences at the third shift with Sunday differential. a1y worked on that day are to be considered “overtime
over 8 hours in a day.”

Suffix 5(7:00a.m. to 3:00 p.m.). This suffix is used for
Federal Wage System employees to record paid
absences at the first shift with Sunday differential.

Note: Employees who perform work on a Sunday
holiday (or a Sunday in-lieu of holiday) are entitled to
holiday pay, as well as, Sunday differential.

Note:Federal regulations specify that hours of overtime
worked inexcess of 8 in a day amet included in comput-

ing hours of work in excess of 40 hours in an administra-
Union Representation (valid values &réhrough4 for tive workweek when determining overtime over 40.
GS and Other employees [see above]atiatough? for

FWS employees) Other Uses. Other suffix codes are used to supplement

transaction codes for recording hours and monetary
Suffix 5(7:00a.m. to 3:00 p.m.). This suffix is used for valueés. See the List of Transaction Codes to identify

Federal Wage System employees to record union rep-Vhich transaction codes require a suffix and the
resentation. Transaction Codes Instructions for an explanation.

) o . . Week 1 (First Week Hours and Fractionfjiours —
Suffix 6 (3:00p.m. to midnight). This suffix is used for  nymeric field; max. of 3 positions, Fractions — numeric
Federal Wage System employees to record union rep-ie|q;: 1 position) Valid values for fractions atgank, 1,
resentation. 2, and3. These fields are used to record the total hours in
pay status and the monetary amounts for allowances, dif-

Suffix 7 (11:00 p.m. to 8:00 a.m.). This suffix is used nferentials, and deductions.

for Federal Wage System employees to record unio

representation. Add the hours reported for the first week of the pay
period. Enter the total whole hours in the first three posi-
tions. Iffractions must be recorded, use one of the follow-

Overtime Over 8 Hours In A Day (For Department of | O -
ing entries in the fourth position;

Justice employees only)

Blank No fraction
To identify the “overtime over 8 hours in a day” outside 1 1/4 hour
the 40-hour workweek for U.S. Department of Justice 2 1/2 hour
employees, suffixes 5 through 8 are used with TC 21, 3 3/4 hour

Overtime-PremiunRate; TC 24, Overtime Travel Under
Title 5; TC25, Overtime Over 40 with Night Dérential;
TC 30, Overtime Call Back No Work Performed.

Week 2 (Second Week Hours and Fractiofidpurs —
numeric field; max. of 3 positions, Fractions — numeric
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field; 1 position) Valid values for fractions atgdank, 1, natedfor other time. Separate line entries are required for

2, and3. These fields are used to record the total hours ineach type of nonpay status.

pay status and the monetary amounts for allowances, dif- . . .
ferentials. and deductions The total time recorded as nonpay status, or in combina-

tion with regular time in pay status, cannot exceed the
Add the hours reported for the second week of the paybasic workweek unless the employee works to fill in the
period. Enter the total whole hours in the first three posi- honpay status bgerforming overtime work or additional
tions. Iffractions must be recorded, use one of the follow- base hours.

ing entries in the fourth position: Note: When overtime or additional base hours are

Blank No fraction worked to fill in the basic workweek, the actual hours of

. 1/4 hour nonpay status must be reported. See TCO1 for more
2 1/2 hour information.

3 3/4 hour Compensatory Time Earned. Compensatory time is

irregular or occasional overtime worked for which the
Note: The combination of hours worked and leave used employee isequired or has elected to take time off in lieu
each week must equal 40 hours for full-time employees of receiving overtime pay. Transaction codes for com-
not on an alternate work schedule. For full-time pensatory time are used to record the hours earned.

employees on Alternate Work Schedule 5, the Comblr‘a_CreditHours Earned. Credit hours are hours of work per-

tion of hours worked and leave used each week must b% di fth | s basi K o
within 35 or 36 in one week and 44 or 45 in the alternate ormed In ExCcess of (€ employee's basic work require
week. mentand which the employee elects to work so as to vary
the length of a workday or a workweek. Employees on
Certain transaction Codes are used to record a do”alcertain alternate WOI’k SChedUIeS are authorized to earn

amount. Irsuch cases, the numeric entry is entered in thecredithours. The employee is not, however, paid for these
Week 1 or Week 2 fields as dollars and cents. A total of hours via the T&A until they are used or the employee is

$99.99 may be entered. Eng999in the four positions. ~ Separated or transferred to an agency which does not
allow the use of credit hours.

Total Time (Transaction Code, Week 1, Week @)C —
numeric field; 2 positiondHours —Numeric field; max.

of 3 positions;Fractions numeric field; 1 position.
These two fields contain the total of the prefix, transac-
tion, and suffix codes and the total of the hours reported in
the Week 1 and Week 2 fields. Dollar amounts are not Comp|ete each Other Time field as follows:
included in this total. Special rules apply to TC 17.

Allowances and Differentials. Transaction codes for
cost-of-living allowance and post differential are used to
start and stop these payments and to record the hours for
which the allowance and/or differential is to be applied.

TC (Transaction Codejnumeric field; 2 positions)
Other Time. Enter all hours of nonpay status (absence Enter the transaction code applicable to the other time
without pay), compensatory time worked, credit hours categoryNote: Do not complete the transaction prefix
earned, and/or the hours of base pay for which thefield.
employee is entitled to cost of living allowance or post
differential in this sectiokFigure 3). A total of 2 lines of
other time entries may be shown on a regular T&A or
each page of a continued T&A.

Week 1 (First week hours/fractiongHours — numeric
field; max. of 3 positions; Fractions — numeric
field;1 position) Add the hours reported for the first
week ofthe pay period. Enter the total whole hours in the
Up to 2 lines of other time may be shown on each half of afirst three positions. If fractions must be recorded, use
split T&A. If the time exceeds 4 entries on a split or regu- one of the following entries in the fourth position:

lar T&A, use TINQ to enter leave data. The transaction

codes entered in this section do not require accounting Blank No fraction

dataNote: Transactiorcodes for regular time, overtime, 1 1/4 hour
and paid leave are invalid in this section of the T&A. 2 1/2 hour
3/4 hour

Nonpay Status. Nonpay time affects the employee’s ser-

vice credit toward leave, retirement, reduction in force, Week 2(Second week hours/fractior{gjours — numeric
time toward within-grade increases, career tenure,field; max. of 3 positions; Fractions — numeric field;
completion of probationary periods, and reduction of 1 position) Add the hours reported for the second week
accruals ofinnual and sick leave. Nonpay status includes of the pay period. Enter the total whole hours in the first
LWOP, AWOL, suspension, and furlough. Hours appli- three positions. If fractions must be recorded, use one of
cable to nonpay status are recorded on the lines desigthe following entries in the fourth position:
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Blank No fraction 80 hours in a duty status and no more than 10 noncom-
1 1/4 hour pensable&0-minute (5 total hours) meal periods, which is
5 12 h allowableonly on days when duty is performed. Time in a

our paid leave status does not count toward meeting the

3 3/4 hour 85-hour overtime threshold. Foivilian members, the

Total Other (Transaction Code, Week 1, Week PLT(— overtime threshold is 40 hours per week.

numeric f|e|d, 2 pOSitiOI‘]SHOUI’S —Numeric f|e|d, max. App“es To: U.S. Cap|to| Police Emp'oyees On|y
of 3 positions; Fractions numeric field;1 position).

These two fields contain the total of the transaction and Entry Instructions: EnterOlin the TC field an&in the
suffix codes and the total of the hours reported in the Suffix field. Enter the number of hours in the applicable
Week 1 and Week 2 fieldblote: A total of two lines of ~ Week 1/Week 2 fields

othertime entries may be shown on a regular or continued

T&A. Up to two lines of other time may be shown on each TC 01, Suffix 9, Training For Employees With

half of a split T&A. Hourly Limitations

Used ToRecord: The training hours for intermittent/sea-
sonal employees. These hours are excluded from the
Listed below are definitions and instructions for each hourly appointment limitation.

transaction code available for T&A entry. Each transac-
tion code is recorded in either the top portion of the T&A

(lines 03 through 13) or the bottom portion of the T&A  The Office of Personnel Management (OPM) revised its
(lines 15 and 16). These instructions are provided for regulations to set a uniform service limit for temporary

Transaction Code Instructions

Applies To: Intermittent/Seasonal employees

each transaction code. appointments in both the competitive and excepted ser-
vice at 1 year with no more than one 1-year extension
TC 01, Regular Time (24 months total service). Exceptions to the 1-year gen-

eral service limitation are listed in 5 CFR 316.401 (D)

Esed -trf? Recolrd:The regl](ulgrcljy SfChEiﬂUIzd tour ofkdutyk and 5 CFR 213.104 (b)(3). Among the exceptions are
ours the employee worked during the basiC WOTkWeek. 5 51, 4intments/extensionsositions involving intermit-

Record in the top portion of the T&A. tent or seasonal work provided that (1) the appointments/

Applies To: All Employees extensions are made in increments of 1 year or less and
_ (2) employment in the same or a successor position totals
Rate: Basic hourly rate of pay less than 6 months (1,040 hours), excluding overtime, in

a service year. Individuals appointed to such intermittent
or seasonal positions may be given training for up to
120 daydollowing initial appointment and up to2 weeks
Fill-In Hours. A full-time or part-time employee who is ~ Pper year thereafter without regard to the service year
on AWOP during the basic workweek must “fill-in” the ~ limitation.
hours of nonpay status before any work performed out- . .

. ) : . Overtime and compensatory time hours are excluded
sidescheduled basic work hours can be paid as overtime. ; L :

o from all hourly appointment limitations in accordance

Use TC 01 to record any fill-in hours of work that full- X

; . . ._with OPM regulations.
time or part-time employees perform outside the basic
workweek.The fill-in hours reported using TC 01 should  Entry Instructions: Enter01 in the TC field,9 in the

not exceed the number of hours reported against AWOP.Suffix field, and the number of training hours in the appli-
See TC 19 for additional information about fill-in hours. cable Week 1/Week 2 fields.

Maximum Hours Per Pay Period. TC 01 hours
reported for the pay period cannot exceed 80 hours.

Entry Instructions: EnterOlin the TC field and the  TC 01, Prefix 97, Regular Scuba Diving 175%
number of regular hours worked in the applicable Week . .
1/Week 2 fields. Used To Record:Diving performed during regular duty

hours for the time actually spent in the water while
engaged ithe diving operation. Record in top portion of

TC 01, Suffix 5, Additional Compensation @ T&A

Basic Rate

Used to Record: For sworn U.S. Capitol Police mem-  Applies To: Wage System Employees Only

bers, this includes the hours worked over 80 in a pay Rate: 175% of environmental differential rate

period tomeet the 85-hour overtime threshold. Time cal-

culated inexcess of 85 hours per pay period is paid at the Entry Instructions: Enter97 in the Pr field 01 in the
overtimerate of time and one-half. This85 hours includes TC field, and the number of hours in the applicable Week
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1/Week 2 fields for diving performed during regular duty e« If the employee takes leave for the first 2 hours,

hours. Sunday differential will not be paid for the remaining
6 hours of the tour because work was not performed on
TC 04, Sunday Differential Sunday.

Used To Record: Nonovertime hours the employee < If the employee takes leave for the last hour, Sunday
worked between midnight Saturday and midnight differential will be paid for the hours worked.

Sunday. The differential is payable in addition to any ]

night or shift differential entittements. Employees who Sunday Holiday. Record all hours worked on a Sunday

performwork during a regularly scheduled 8-hour period holiday(or a Sunday in-lieu of holiday) under TC 31,

of duty which is not overtime, any part of which is Hol!day Worked. See TC 31 for de_talled instructions.

performed on Sunday, are entitled to premium pay for Entitlement to premium pay and differential depends
Sunday work for the entire period of service. Record in UPonwhether or not the employee performed work on the

top portion of T&A. holiday.

Applies To: Full-time General Schedule Employees and If the employee does not work on the Sunday holiday (or

Full-time Federal Wage System Emp|0yees a Sunday in-lieu of hO“day), Sunday differential will not
be paid. Use TC 66, Other Leave, to record the holiday

Rate: Base pay plus 25 percent of base pay hoursbased on the tour of duty. Enter the suffix 1, 2, 3, or

4 for Federal Wage System employees; do not enter a
suffix for General Schedule employees. If the FWS
employee works on the Sunday holiday (or a Sunday
in-lieu of holiday), both the premium pay for a holiday
* Full-time General Schedule Employees — regular time worked and Sunday differential must be paid. Enter
worked on a tour which begins or ends between the Suffix 5, 6, or 7 as applicable.
hours 0of6:00 a.m. and 6:00 p.m. Sunday. See TCO05 for

Sunday differential with night differential If the employee works on the holiday, both the premium
pay for a holiday worked and Sunday differential must be

* Full-time Federal Wage System Employees — regular paid.Enter the suffix or night differential TC, as applica-
time worked on a tour which begins or ends between ble. If the employee did not work a full duty day on the
the hours of midnight Saturday and midnight Sunday. Sunday holiday, use separate line entries to differentiate

, between the hours for which Sunday differential is or is
Maximum Hours Per Day. Do not record more than 4t applicable.

8 hours of any 1 regularly scheduled duty day. If the

employee is working an approved alternate work sched-Record the hours for which work was performed on the
ule, ente or 10 hours, as applicable. holiday using TC 66, Other Leave. Enfein the Suf-

fix field for General Schedule employees for hours

Maximum Hours Per Week. Record a maximum of o adonly. If no work was performed, do not complete
16 hourswithin a single workweek and 32 hours withina o gffix field.

pay period under TC 04 or ONote: For AWS Codes 3
and 5, the maximum is 40 hours which can be recordedFor General Schedule employees who are entitled to
for TC 04 and TC 05 and for AWS Code 7, the maximum Sunday and night differential, entéin the Suffix field.
is 48 hours.This is recorded if the employee’s duty day If no work was performed, do not complete the Suffix
begins on Saturday and ends on Sunday with anotheffield.
duty day beginning on Sunday and ending on Monday.

Overtime and LWOP. TC 04 may not be used to record
Paid AbsenceDo not use TC 04 to record hours of paid hours of scheduled or unscheduled overtime worked.
absences which occur within the employee’s scheduledHowever,Sunday differential may be applied to hours of
tour ofduty. Use the appropriate transaction code for the regularly scheduled overtime if those hours of overtime

Recording Hours Worked and Paid AbsenceSunday
differential is compensable for eligible employees based
on regular time worked as follows:

paid absence hours. lose their identity as overtime hours because of LWOP.
Combination of Paid Absence and Time Wrked. The Example:  An employee works a scheduled 10-hour
employee must perform work for some part of the sched- duty day (8 hours of regular scheduled
uledduty day during the hours of the Sundayedéntial duty and 2 hours of scheduled overtime)
period before the Sunday differential may be applied. with the tour of duty beginning at

Example: A FWS employee’s scheduled duty day is 6:00 p.m. Sunday.

11:00 p.m. Sunday through 7:30 a.m. < If the employee works the full 10 hours, he/she would
Monday. be entitled to 8 hours of Sunday differential.
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* If the employee is on LWOP for the first 3 hours of the TC 04, Prefix 97, Sunday — Scuba Diving 175%

e e 0 ot of ey diferen ) se To RecordDiving perfomed on Sy for e
1US because of the LWOP. actually spent in the water while engaged in the diving

operation. Record in the top portion of the T&A.

* If the employee is on LWOP for the first hour of the Applies To: Wage System Employees Only
tour, he/she is entitled to only 8 hours of Sunday _ _ _
differential and 1 hour of overtime pay because 8 hoursRate: 175% of environmental differential rate plus

a duty day is the maximum Sunday differential 25 percent.

entitiement. Entry Instructions: Enter97 in the Pr field 04 in the
TC field, and the number of hours in the applicable Week

Full-time G | Schedule Empl
Hi-time Leneral schedule Employees 1/Week 2 fields for diving performed on Sunday.

Entry Instructions: Enter04 in the TC field and the
number of hours of nonovertime work performed TC 05, Sunday Differential With Night
between 6:00 a.m. and 6:00 p.m. on Sunday in theDifferential

applicable Week 1/Week 2 fields. If the employee’s ] . .
scheduled tour of duty included the hours of midnight Used To Record:Regular time worked on a tour which

Saturday to 6:00 a.m. Sunday and/or 6:00 p.m. to begins or ends between the hours of midnight Saturday

. : : through6:00 a.m. Sunday and/or 6:00 p.m. through mid-
h T With Nigh
rgilfffigrlgn:iafunday, use TC 05, Sunday With Night night Sunday. Record in the top portion of the T&A.

Applies To: Full-time General Schedule Employees. For
Full-time Federal Wage System Employees FWS employees, see TC 04.

Entry Instructions: Enter04 in the TC field and the = Does Not Apply To: Employees entitled to Customs
number of hours of nonovertime work on a tour which Officers Pay Reform

began or ended between midnight Saturday to midnight
Sunday irthe applicable Week 1/Week 2 fields. Enter the
appropriate suffix to record shift differential in addition paximum Hours Per Day. Do not record more than 8
to Sunday differential. hoursfor any 1 regularly scheduled basic workday for TC
05 or a combination of TC 04 and TC 05. If the employee
is working an approved alternate work schedule, énter
or 10 hours, as applicable.

Rate: Base pay plus 35 percent

TC 04, Prefix 50, Sunday Diff @ 50%

Used To Record:Hours of regularly scheduled nonover- Maximum Hours Per Week. Record a maximum of 16
time work performed on Sunday that is not a holiday. 1,415 within a single workweek and 32 hours within a

Record in the top portion of the T&A. pay period under TC 04 and TC 05. For AWS Codes 3 or
5 the maximum is 20 hours which can be recorded for TC
04 and TC 05. This may occur if the employee’s duty day
begins on Saturday and ends on Sunday with another
duty day beginning on Sunday and ending on Monday.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: Base pay plus 50 percent of base pay

Note: A combination of TC 04 and TC 05 cannot exceed

An en;}ployee must be Cdeﬁd el_igiblehin_l%e;‘da_':?ba_\se to(1) 40 hours when the Alternate Work Schedule code is 3
earn this compensation; otherwise, the will reject. o 5: (2) 32 hours for Code 9 or blank.

This premium pay applies to only those hours worked

that are on Sunday. These hours are monitored througtPaid Absence Sunday differential is not applied when
this TC to ensure that overtime and premium pay do notpaidleave is taken during the pay period. Nighfedifn-
exceed $25,000 in a single fiscal year, as authorized bytial is not applied when paid leave is 8 hours or more
Customs Officers Pay Reform. within a pay period.

Entry Instructions: Enter04 in the TC field and0in Exception: Night differential is applied to all hours
the Pr field. Enter the appropriate number of hours in the within the night differential period for paid absence for
applicable Week 1/Week 2 fields. holidays, military, and official leave, regardless of the

number otours taken. In such cases, record the hours of
Note: Employees entitled to Customs Officers Pay paidabsence using the transaction code that describes the
Reform are only entitled to TC 04 with an appropriate absence and Suffix 2 to reflect the paid absence with
entry in the Pr field. night differential.
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The employee must perform work for some part of the Entry Instructions: Enter05 in the TC field and the
scheduledluty day within the Sunday differential period number of nonovertime hours worked on a tour which
before Sunday with night differential may be applied.  begins or ends between midnight Saturday to 6:00 a.m.
Sundayand/or 6:00 p.m. to midnight Sunday in the appli-
Example: A GS employee’s scheduled duty day is cable Week 1/Week 2 fields. For Federal Wage System
11:00 p.m. Sunday through 7:30 a.m. employees, use the appropriate suffix with TC 04 rather
Monday. than TC 05.

* If the employee takes leave for the first 2 hours . . )

(i.e., 11:00p.m. — 1:00 a.m.), Sunday differential will not TC 11, Night Differential

be paid for the remaining 6 hours of the tour becauseysed To Record: Hours worked between 6:00 p.m.
work was not performed on Sunday. through 6:00 a.m. during the regularly scheduled basic

. tour of duty. Record in the top portion of the T&A.
* If the employee takes leave for the last 2 hours (i.e.,

5:30 a.m. — 7:30 a.m.), Sunday differential will be paid Applies To: Full-time/Part-time General Schedule
for the remaining 6 hours of the tour because work was Employees

performed on Sunday. TC 04 would be used for Federal
Wage System employees, and the shift entittement would
be reflected by the use of the appropriate suffix, either 1, If an employee uses 8 hours or more of paid leave in a pay
2,0r3. period,night differential will not be paid for the period of

paid leave. Exceptions to the rule are TC'’s 65, 66, 67, and
Sunday Holiday. Record all hours worked during the gg.

basehour period on a Sunday holiday under TC 31, Holi- _ ) ]

day Worked. See TC 31 for detailed instructions. Entitle- Entry Instructions: Enterllin the TC field and the total
ment to premium pay and differential depends upon régularly scheduled hours of work performed between
whether onot the employee performed work on the holi- 6:00p.m. and 6:00 a.m. in the applicable Week 1/Week 2
day. If entitled, use TC 66 and the applicable suffix for fields.

differential payment.

Rate: Hourly base rate plus 10 percent

TC 11, Prefix 05, Night Diff @ 15%

Used To Record:Hours of work (in 15-minute incre-
ments) performed during the employee’s tour of duty,
whenthe majority of hours (more than 4) fall between the
hours 0f3:00 p.m. and 12:00 midnight. Record in the top
portion of the T&A.

If the employee does work on the holiday, the premium ppplies To: U.S. Customs Service, Customs Officers
pay for a holiday worked, Sunday differential, and night only

differential will be paid. If the employee did not work a
full duty day on the Sunday holiday, use separate line Rate: 15% of basic hourly rate
entries to differentiate between the hours for which the
differentials are or are not applicable.

If the employee does not work on the holiday, Sunday dif-
ferential will not be paid, but night differential will be
paid.Enter66 in the TC field and the appropriate code in
the Suffix field. Enter the number of hours for the Sunday
tour of duty in the applicable Week 1/Week 2 fields.

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.
This TC/prefix combination is used to properly record
salary costs that are split between the S&E and COBRA
appropriation. These hours are monitored through this
TC to ensure that overtime and premium pay do not
exceed $25,000 in a single fiscal year as authorized by
Customs Officers Pay Reform.

For General Schedule employees who are entitled togntry Instructions: Enterllin the TC field and 05 in the
Sundayand night differential, ent&6in the TC fieldand  py field. Note: Employees entitled to Customs Officers

4 in the Sulffix field. For those hours for which no work_ Pay Reform are only entitled to TC 11 with an appropri-
was performed, use TC 66 but do not complete the Suffix ate entry in the Pr field. Enter the appropriate amount of
field, unless night differential is applicable. time to be paid in the applicable Week 1/Week 2 fields.

For General Schedule employees who are entitled to
Sunday differential, ent&in the Suffix field. For those
hours for which no work was performed, use TC 66, but
do not complete the Suffix field, unless nighfefiéntial

is applicable.

Note: Sunday with night differential is applied only to ) . .
hoursworked within the night differential period for mil- TC 11, Prefix 10, Night Diff @ 20%

itary leave, OWCP Injury Leave, and Union Representa- Used To Record:Hours of work (in 15-minute incre-
tion. ments) occurring on a regularly scheduled assignment,
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whenthe majority of hours (more than 4) fall between the Applies To: U.S. Customs Service, Customs Officers
hours of 11:00 p.m. and 8:00 a.m. Record in the top por-only

tion of the T&A.
Rate: 20% of basic hourly rate

Applies To: U.S. Customs Service, Customs Officers

only An employee must be coded eligible in the database to

earn this compensation; otherwise, the T&A will reject.
Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
An employee must be coded eligible in the database tosingle fiscalyear, as authorized by Customs Officers Pay
earn this compensation; otherwise, the T&A will reject. Reform.

This TC/prefix combination is used to properly record L : ' .
salary costs that are split between the S&E and COBRAEntry Instructlgns. Enterllin thg TC field an@0in the
Pr field. Note: Employees entitled to Customs Pay

appropriation. These hours are monitored through this Reform are only entitled to TC 11 with an appropriate

TC to ensure that overtime and premium pay do not . : . .
; ; , . entry inthe Pr field. Enter the appropriate amount of time
exceed $25,000 in a single fiscal year as authorized byto be paid in the applicable Week 1/Week 2 fields.

Customs Officers Pay Reform.

: , i ) TC 11, Suffix 09, Night Diff Training
Entry Instructions: Enterllin the TC field and.0in the o ) ]
Pr field. Note: Employees entitled to Customs Officers Used To Record:Hours of training for applicable inter-
Pay Reform are only entited to TC 11 with an mittent/seasonal employees receiving training during
appropriate entry in the Pr field. Enter the appropriate night differential hours.

amount otime to be paid in the applicable Week 1/Week
2 fields.

Rate: 20% of basic hourly rate

Applies To: Intermittent/Seasonal employees.

OPM revised its regulations to set a uniform service limit

, . . for temporary appointments in both competitive and
0,

TC 11, Prefix 15, Night Diff @ 15% excepted service at 1 year with no more than one 1-year
Used To Record:Hours of work (in 15-minute incre- extension (24 months total service). Exceptions to the
ments) occurring on a regularly scheduled assignment,1-year general service limitation are listed in 5 CFR
whenthe majority of hours (more than 4) fall between the 316.401(D) and 5 CFR 213.104(B)(3). Among the

hours 0f3:00 p.m. and 12:00 midnight. Record in the top €Xceptions are appointments/extensions to positions
portion of the T&A. involving intermittent or seasonal work provided that

(1) the appointments/extensions are made in increments
Applies To: U.S. Customs Service, Customs Officers of 1 year or less and (2) employment in the same or a suc-

only. cessor position totals less than 6 months (1,040 hours),
_ excluding overtime, in a service year. Individuals
Rate: 15% of basic hourly rate. appointed to such intermittent or seasonal positions may

be given training for up to 120 days following initial
appointment and up to 2 weeks per year thereafter with-
out regard to the service year limitation.

An employee must be coded eligible in the database to
earn this compensation, otherwise, the T&A will reject.
Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in aOvertime and compensatory time hours will be excluded
single fiscalyear, as authorized by Customs Officers Pay from all hourly appointment limitations in accordance
Reform. with OPM regulations.

Entry Instructions: Enterl1in the TC field and 5in the Entry Instructions: Enterllin the TC field9 in the Suf-
Pr field. Note: Employees entitled to Customs Officers fix field, and the number of training hours in the applica-
Pay Reform are only entitled to TC 11 with an appropri- ble Week 1/Week 2 fields.
ate entry in the Pr field Enter the appropriate amount of
time to be paid in the applicable Week 1/Week 2 fields. ¥C 12, Night Differential on Compensatory
ime
TC 11, Prefix 20, Night Diff @ 20% Used To Record:Night differential hours for substitute
and/or regularly scheduled overtime work for which the

Used To Recqrd:Hours of work (in 15-minute i.ncre- employee isequired or has elected to take compensatory
ments) occurring on a regularly scheduled assignment,;j . ot instead of receiving premium p&ecord in the
whenthe majority of hours (more than 4) fall between the top portion of the T&A.

hours of 11:00 p.m. and 8:00 a.m. Record in the top por-
tion of the T&A. Applies To: Full-time/Part-time Employees
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Does Not Apply To: Employees entitled to Customs TC 14, Hazard Pay Differential

Officers Pay Reform. Used To Record: Hours of hazardous duty or duty

involving physical hardship which is not usually

involved in carrying out the duties of the position. Such
dutiesmay not be an inherent or a regular part of the posi-
tion nor may have been taken into account in the classifi-

between the hours of 6:00 p.m. to 6:00 a.m., the employe ation of the position. Record in the top portion of the
is entitled to night differential. A regularly scheduled tour &A.

of dUty must be authorized in advance. For more informa- App“es To: General Schedule Emp|oyees_

tion, see 5 CFR 610.102(g). The night differential must

be paid even if the employee received compensatory timeRate: 25 percent of base rate.

off instead of premium pay. Consult your agency's policy note: Administratively uncontrollable overtime hours
since compensatory time is normally eamned for hours 4re ot subject to 25 percent hazardous pay differential.

worked for irregular/occasional overtime. See TC's 25 p|so for employees using Special Employee Code 37
and 32 regarding regularly scheduled and irregular OVer'haza{rd pay is paid at 8 percent of the base rate. '
time.

Rate: 10 percent of base pay.

Night differential may not be paid for occasional over-
time work. If the overtime is regularly scheduled and falls

Hazard Pay Differential is the addition to any other type
Exception: Night differential in addition to overtime pay or allowances due the employee. It is not considered
payment or compensatory time for employees perform- part ofthe employee’s basic compensation when comput-
ing grain appeal inspections may be paid only if the over- ing other pay and/or allowances. Therefore, thigaih-
time is worked during the hours of service established attial pay is not included with other premium pay when
the point of inspection. Overtime work on grain appeal determining whether or not the maximum earnings
performedoutside the established hours must be reportedlimitation has been reached (gross pay for the top step of
using TC 18, Overtime Grain Appeal. Grade GS-15).

Entry Instructions: Enter12 in the TC field and the The types of duty for which hazard pay differential is

number ofcompensatory hours worked which fall within applicable are defined by the Oﬁige of Pgrsonngl Man-
the night differential period in the applicable Week 29€Ment. Your agency is responsible for informing you
1/Week 2 fields. Enter the number of compensatory hoursWhe_nanOI for what type of duty hazard pay differential is
worked under TC 32, Compensatory Time Worked. The applicable.

number ohours recorded against TC 12 must be less thanwhen employeegerform duty for which hazard pay dif-
or equal to the number of hours recorded against TC 32 ferential is authorized, they shall be paid the differential
for all hours in pay status on the calendar day in which the
TC 13, Night Differential on Sunday Double hazardous duty was performed. If the employee works a
Time continuousperiod which extends over two calendar days,
the agency should designate the 24-hour period for which
Used To Record:Overtime work performed on Sunday the differential is to be applied. All regular time and over-
during the night differential period (6:00 p.m. to time hours which were worked on the same calendar day
6:00 a.m.) byemployees engaged in inspection and quar- (24-hour period) must be recorded.

antine services. Record in the top portion of the T&A. _ )
These same hours may also be subject to other differen-

Applies To: Animal and Plant Health Inspection Service fials or allowances.
Full-time/Part-time General Schedule Employees only. Entry Instructions: Enter14 in the TC field and the
number of hours worked under hazardous conditions in

the applicable Week 1/Week 2 fields. Also record these
hours under the appropriate transaction code(s).

Rate: 10 percent of base hourly rate.

Entry Instructions: Enter13in the TC field and the
number of hours worked which fall within the night dif- TC 16, Other Pay (Suffixes 1-9)
ferential period in the applicable Week 1/Week 2 fields.
Enter22, Overtime Double for Sunday Work, in the TC
field and the number of overtime hours worked on
Sunday in the applicable Week 1/Week 2 fields. The
number othours recorded against TC 13 must be less than
or equal to the number of hours recorded against TC 22.

Used To Record:Duties performed by Wage Marine
employees that are (1) hazardous, (2) outside the
employee’s normal responsibility, and (3) of a dirty or
distasteful nature, while aboard oceangoing vessels.
Record in the top portion of the T&A.

Applies To: National Oceanic and Atmospheric Admin-
istration Full-time/Part-time Wage Marine Employees
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Rate: See TC 16 below with Suffixes 1-9. satory time at the existing overtime rates may be autho-

) . _ rized by appropriate officials, if such time off cannot be
Wage Marines are paid on the basis of 365 days a Yefeajistically used.

(2920 hours including nonwork days). Their hourly base

rate iscomputed by dividing their annual salary by 2920. T¢ 16, Suffix 5, Tank Cleaning Oil Regular.Pay for
The daily rate is paid 7 days per week, except when thetank cleaning. The rates for tank cleaning are based on
employee is on AWOL, LWOP, or assessed pay forfei- classes opositions. Class rates are established in the pay

The hourly overtime rate is paid for all authorized work in For the hours of duty between 8:00 a.m. and 5:00 p.m.

excess of 8 hours per day and for all work performed onMonday through Friday, the applicable hourly rates for
Saturdays, Sundays, or holidays. The overtime rate canclasses A, B, or C are paid.

not be computed and is, therefore, stated in the pay tables ) ) ) )
by occupation and grade. Employees irClass B engaged in tank cleaning receive a

bonus of 3 hours pay upon completion of the tank clean-
Suffixes 1 through 9 must be used with TC 16 to distin- ing work.

guishthe various types of other pay and to distinguish the .
rate of pay (i.e., base or premium). On Saturdays, Sundays, and holidays, for employee on-

watch,enter TC 16, Suffix 5 plus the applicable overtime

Entry Instructions: Enter16 in the TC field and the  (TC 21).
applicable suffix in the Suffix field (see subparagraphs
below). Enter the number of hours applicable to the TC TC 16, Suffix 6, Tank Cleaning Oil Premium.Pay for
and Suffix. tank cleaning. For the hours of duty between 8:00 a.m.

] and 5:00 p.m. Monday through Friday, the applicable
TC 16, Suffix 1, Penalty Pay RegularRegular penalty  premium rate for Classes A, B, or C is paid. When such
pay based upon the positiqn classification for work per- york is performed on Saturdays, Sundays, or holidays, or
formed Monday through Friday between 8:00 a.m. and j excess of 8 hours per day, the applicable overtime rate
5:00 p.m. The applicable penalty rate will be paid. or 1 1/2 times the penalty rate is paid.

TC 16, Suffix 2, Penalty Pay PremiumPremium pen-  Note: When set rates are used, no other premium com-
alty pay for work performed on Saturdays, Sundays, holi- pensation is payable.

days, ohours in excess of 8 hours per day. For the hours

of duty between 8:00 a.m. and 5:00 p.m., Monday TC 16, Suffix 7, Launch Operations.Pay for perform-
through Fridaythe applicable penalty rate will be paid at ing launch operators duties. Launch operators are paid on
1 1/2 times the base rate. a flat rate per pay period, regardless of the number of
hours or days in which work is performed. When oilers
perform duty as launch operators, additional pay per
period is authorized. Entérin the Week 1 field.

Note:If overtime pay results in the greater pay benefit for
the employee, use TC 21.

TC 16, Suffix 3, Scuba DivingThe hourly premium pay
for diving performed during regular duty hours for the
time actugalrl)y spent in the Wgter 8vhi|e engyaged in the div- perfor_med/\{hich are of a dirty or distasteful nature. Dirty
ing operation. Fractional hours are accrued to determingVOrk is paid by hourly rates. For the hours of duty
the amount due at the end of the employee’s regular dutyP€tweers:00 a.m. and 5:00 p.m. Monday through Friday,
day. A minimum of 1 hour must be recorded. For diving € @pplicable hourly rates are paid.

work performed outside the regular tour of duty and in
excess of 8iours per day, the regular overtime or penalty
rate are applicable in addition to the premium pay.

TC 16, Suffix 8, Dirty Work Regular. Pay for duties

TC 16, Suffix 9, Dirty Work Premium. Pay for per-
forming launch operators duties. Dirty work is paid by
hourly rates. If the overtime rate is higher, TGOl be

TC 16, Suffix 4, Port Pay.Pay for the first 48 hours and  used instead of TC 16, Suffix 9.

the last 24 hours in port. Employees are normally paid at

the penalty rate during this time. For dirty work performed between 5:00 p.m. and 8:00

a.m., Monday through Friday, Saturdays, Sundays, and
Licensed engineers receive an additional compensatiorholidays, the hourly rate is paid or the overtime rate, if
as overtime, TC 21 (if stateside), or port pay (if overseas), higher.

for night port watch between 5:00 p.m. and 8:00 a.m.

during the first 48 hours and the last 24 hours in port. Note: Any Wage Marine whose penalty pay is not listed

above will not be paid for the hours recorded opposite

Master (Watch) receives compensatory timdafbver- TC 16, Suffixes 5 and 6.
timeworked in port. Pay in lieu of accumulated compen-
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TC 17, Commute Use Government Auto Title 1, Chapter 6, Payroll Adjustments, for AD-343

rocessing instructions.
Used to Record:The number of one-way commutes to P ¢

and from an employee’s home in a Government-owned Entry Instructions: Enterl7 in the TC field and.Oin
or -leased vehicle (GOV). Record in the top portion of the the Prefix field. Enter thevhole dollar amount in the
T&A. Week 1 field and theents amountin the Week 2 field.

Example 1: The amount to be reported is $9,999.99.

Applies To: All Employees Enter999in positions 1, 2, and 3 of the

Exception: TC 17 does not apply to Control Employees hours portion of the Week 1 field aBdn
(an employee who is (1) an elected offic{a), a Federal position 4, the fractions portion of the
employee appointed by the President and confirmed by Week 1 field. Enter the remaining amount
the Senate, or (3) a State or local Executive Officer com- of $.99 af99in positions 1, 2, and 3 of
parable to (1) or (2)). the hours portion of tht_a Week 2 field. Do
not complete the fractions portion of the
If the number of one-way trips in any given month in a tax Week 2 field.
year exceeds 2, all trips are taxable and are reported ofexample 2: The amount to be reported is $99.99. Enter
the employee’s W—2. Record all trips on the T&A each 009in positions 1, 2, and 3 of the hours
pay period if it is apparent that the number of one-way portion ofthe Week 1 field anfl in posi-
trips in any given month will exceed 2. If the number of tion 4,the fractions portion of the Week 1
trips does not exceed 2 in a month, do not record TC 17 on field. Enter the remaining amount of $.99
the T&A. If trips were erroneously reported on the T&A, as099in positions 1, 2, and 3 of the hours
process a corrected T&A(S) to reverse the trips reported. portion of the Week 2 field. Do not com-
Trips that should have been reported in a prior pay plete the fractions portion of the Week 2
period(s) may be reported on the current T&A or before field.

the end of the tax year. TC17,Prefix 10, is included in the total sum of the Prefix,

Note: Regulations are based on monthly activity, not pay 1ransaction, and Suffix codes in the Total Transaction

period or weekly activity. field of the T&A. However, the monetary amount is not
included in the total sum of hours accumulated from

Entry Instructions: Enter17 in the TC field and the these fields for the Total Time.

number obne-way commutes to and from an employee’s

home in a GOV in the applicable Week 1/Week 2 fields. TC 17, Prefix 11, FLSA Meal Periods

_ _ . Used to Report:Meal periods during regular and AUO
TC 17, Prefix 10, Transit Subsidy duty. For regular duty, the meal is reported if the

Used toRecord: The monetary amount in excess of $65 employeg is not in leave status during his/her designated
meal period, even though the employee actually takes a

per month for which an employee is reimbursed by the . )
agency for transit passes and van pool fees. This fringemeall break. Record in the top portion of the T&A.

benefit is taxable and will be reported on the employee’s Law enforcement officers’ (LEO) meal periods are not to
W-2. Record in the top portion of the T&A. be reported on Time and Attendance Reports for
employeesvho do not receive AUO or standby premium

Applies To: All employees who receive qualified transit pay compensation.

and van pool benefits.

Applies To: Law Enforcement Nonexempt FLSA
Transit passes and van pool fees may be recordedEmployees for Department of Treasury and Department
biweekly, monthly, quarterly, semiannually, or annually, of Justice

but must be reported by the end of the tax year (usually i ,
Pay Period 24). Timekeepers should follow agency Rate: Hours are used to compute FLSA straight time and

reporting guidelines. Report this information for sepa- t© Nelp meet the 85.5 hour FLSA standard.
rated employees at the time of separation. Entry Instructions: Enterl11in the Pr field and 7 in the

Record transit passes and van pool fees on the T&A by\TNi;'flld,\,\Z r;tsrztzzlorlnseal period hours in the applicable
the last pay period of the tax year. Otherwise, (1) submit '

the data on Form AD-343, Payroll Action Request, and '
(2) contact OFM/NFC, Payroll/Personnel Operations TC 17, Prefix 12, FLSA Other Travel

Section. Adelay in reporting will result in the issuance of Used To Record:Overtime during other travel for which
an incorrect W—2. The W-2 will be adjusted to include the employee is entitled to overtime compensation under
the transit subsidy once Form AD-343 is processed. Sed-LSA. Record in the top portion of the T&A.
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Applies To: Law Enforcement Nonexempt FLSA

Employees for Department of Justice and Department ofTC 17, Prefix 16, FLSA Other Hours

Treasury Employees Only Used To Record:Other overtime hours for which the
_ _ employee is entitled to overtime compensation under
Rate: FLSA overtime rate FLSA. Record in the top portion of the T&A.

TC field. Enter the overtime hours performed during Employees for Department of Justice and Department of

low your agency’s policy to distinguish between FLSA

hours and entitlement compensable under Title 5. Rate: FLSA overtime rate
. o Entry Instructions: Enterl16in the Pr field and7 in the
TC 17, Prefix 13, FLSA Training TC field. Enter the other overtime hours performed in the

Used To Record:Overtime hours during training for ~@Pplicable Week 1/Week 2 fields.
which an employee is entitled to overtime compensation _ _
under FLSA. Record in the top portion of the T&A. TC 17, Prefix 17, Suffered/Permitted Duty

Applies To: Department of Justice and Department of Used To Record: Hou_rs of work performed by an
Treasury Employees only employee for the benefit of an agency whether requested

or not, provided the employee’s supervisor knows or has
Rate: FLSA overtime rate reason to believe that the work is being performed and

] ] ] ] has an opportunity to prevent the work from being per-
Entry Instructions: Enter13in the Pr field and7in the formed.

TC field. Enter the overtime hours performed during _ _

training in the applicable Week 1/Week 2 fields. Follow Applies To: Department of Justice and Department of

your agency'policy to distinguish between FLSA hours ~Treasury Employees Only

and entitlement compensable under Title 5. Rate: FLSA overtime rate

TC 17, Prefix 14, FLSA UD Roll Call Entry Instructions: Enterl7 in the Pr field and 7 in the
TC field. Enter the hours of work prior to or after the

Used To Record: UD roll call hours for which the  ggapished tour of duty or during the lunch period in the
employee is entitled to overtime compensation underapplicable Week 1/Week 2 fields.

FLSA. Record in the top portion of the T&A.

] Normally, 1/4 hour should be the lowest fraction of an
Applies To: Law Enforcement Nonexempt FLSA  hoyr scheduled or permitted for overtime. Overtime
Employees for Department of Justice and Department ofsnhouid be rounded up or down to the closest 1/4 hour. If
Treasury Employees only the minutes total 7 or less, the total shall be rounded down
Rate: FLSA overtime rate to the preceding 1/4 hour. If the minutes total 8 or more,
the total shall be rounded up to the next quarter hour.
Entry Instructions: Enterl4in the Pr field and7 in the
TC field. Enter the overtime hours performed during UD TC 17, Prefix 18, FLSA Meal Periods During

roll call in the applicable Week 1/Week 2 fields. Non AUO Overtime and Compensatory Time
. Used To Record:FLSA meal periods during non-AUO
TC 17, Prefix 15, FLSA Home to Work Travel overtime and compensatory time that have not been

reported under another type of duty for law enforcement

Used ToRecord: Home to work travel time for which the , )
employees. Record in the top portion of the T&A.

employee is entitled to overtime compensation under

FLSA. Record in the top portion of the T&A. LEO meal periods are not to be reported on Time and
Attendance Reports for employees who do not receive

Applies To: Law Enforcement Nonexempt FLSA AUO or standby premium pay compensation.

Employees for Department of Justice and Department of
Treasury Employees only Applies To: Department of Justice Law Enforcement

Rate: FLSA overtime rate Nonexempt Employees Only

. . ) . Rate: FLSA overtime rate
Entry Instructions: Enterl5in the Pr field and7 in the

TC field. Enter the overtime hours performed during Entry Instructions: Enterl8in the Pr field and7 in the
travelfrom home to work in the applicable Week 1/Week TC field. Enter the number of hours devoted to meal peri-
2 fields. ods during non-AUO and compensatory time in the
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applicable Week 1/&k 2 fields, for which the time was
not reported under another transaction code.

TC 17, Prefix 19, Excludable AUO Days

Used To Record:(1) The number of excludable AUO
daysused to calculate AUO percentage rates for types o
absences/duty listed below:

Paid Leave

Holiday Off

Leave Without Pay

Trainingperiods when AUO duty was not performed

Days as negotiated in agreements between thed

Departmental components and exclusive bar-
gaining units

Temporary non-AUO assignments in excess of 10
consecutive prescribed workdays. The days not
excludable while on such temporary assignments
may not exceed 30 workdays in a calendar year

(2) Excludable availability pay days.

Note: Refer to your agency for guidance on recording
availability pay data.

Record in the top portion of the T&A.

Applies To: Department of Justice Employees Only

The maximum number of days that may be recorded in
one pay period is 14. The entry must not exceed 7 in the

Week 1 field (whole hours portion) and 7 in the Week 2
field (whole hours portion).

Prepare @orrected T&A to record days from a prior pay
period.

Entry Instructions: Enter19in the Pr field and7 in the
TC field. Enter the number dfysbeing recorded in the
Week 1/Week 2 fields. Do not complete the fraction por-
tion of these fields.

TC 17, Prefix 21, Place on Furlough

Used To Record:Furlough hours.
Applies To: Internal Revenue Service Employees Only

Follow Internal Revenue Service instructions for record-
ing furlough hours.

TC 17, Prefix 22, Placement in Pay Status

Used To Record:Return to duty from furlough.
Applies To: Internal Revenue Service Employees Only

Follow Internal Revenue Service instructions for record-
ing return to duty from furlough.

Title |
Chapter 7
Section 1

Note: Do not prepare a corrected T&A using TC 17, Pre-
fixes 21 or 22.

TC 17, Prefix 37, 1911 For Continuation Of Pay
Used To Record:The payment for the 1911 portion of

fthe Continuation of Pay. Record in the top portion of the

T&A.
Applies To: U.S. Customs Service Employees Only

Entry Instructions: Enter37in the Pr field and7 in the

TC field. Enter the amount of premium paydallars

and centsin the Week 1/Week 2 fields. Enter the whole
ollar amount (up to 4 digits) in the Week 1 field. Enter
the cents (2 digits) in the second and third positions of the
Week 2 field. Do not enter data in the fractions portion of
this field. The maximum amount allowed in one pay
period is $9,999.99.

Example:  To record $999.11, ent@89in the Week
1 field and11 in the second and third posi-
tions of the Week 2 field.

To record $1,302.00, entd302 in the
Week 1 field an@0 in the second and third
positions of the Week 2 field.

TC 17, Prefix 38, 1911 Hours — Intermittent

Used To Record:The number of 1911 overtime hours
worked byintermittent employees and used for reporting
and tracking purposes only. Record in the top portion of
the T&A.

Applies To: U.S. Customs Service Intermittent

Employees Only

Entry Instructions: Enter38in the Pr field and7 in the
TC field. Enter the 1911 overtime hours in the applicable
Week 1/Week 2 fields.

The hours recorded will not be included with the total
sum of hours accumulated from these fields for the Total
Time.

TC 17, Prefix 40, INS 1931 Act O/T — Air/Sea
Weekdays

Used To Record:Overtime compensation for immigra-
tion officers and other eligible employees who perform
inspections of steamships and airplanes on non-holiday
workdays and Saturdays as authorized by the March 2,
1931 Act. Record in the top portion of the T&A.

Applies To: Immigration and Naturalization Service
(INS) Full-time Employees

Entry Instructions: Enterl17in the TC field andlOin
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week1/Week 2 fields.
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Time is reported in increments of half days depending TC 17, Prefix 42, INS 1931 Act O/T Not Worked
uponthe number of hours worked. Nightfdifential does

; . Used To Record:Time not worked for immigration offi-
not apply to this compensation.

cers and other eligible employees who perform inspec-
tions of steamships, trains, airplanes, and other vehicles

Full-Time Employees : e !

, , as authorized by the March 2, 1931 Act. (This is the dif-
A full-ime employee may work & maximum of 20 hOUrS  tarence between entitiement hours and hours actually
ger day or 120 hours per week on Monday through Sat”r'worked.) Record in the top portion of the T&A.

ay.
Applies To: Immigration and Naturalization Service

Employees performing immigration inspections for at (INS) employees who perform 1931 Act inspectional
least one hour will receive compensation for more hours overtime duty.
thanactually worked at the base rate. Use the table below

to report time worked. Entry In_structions: Enterl7 in_the TC field anqﬂZ ir_l

the Pr field. Enter the appropriate amount of time in the
HO‘:rS Worked Hours Reported applicable Week 1/Week 2 fields, in increments of quar-
1.0r-2.3 4.0 ter hours.
3.0 -43 8.0
50 -6.3 12.0 Enterinspection hours to be paid under TC 17, Prefix 40,
7.0 —-8.3 16.0 41, 43, and/or 44. Record hours not worked in increments
9.0 or more 20.0 of quarter hours under TC 17, Prefix 42. The hours

recorded under TC 17, Prefix 42, must be less than the
total hours recorded under TC 17, Prefix 40, 41, 43, and

Inspectional duty overtime on holidays must be reported 44.

as 1931 Act overtime, rather than as holiday worked. i .
TC 17, Prefix 43, INS 1931 Act O/T — Air/Sea

Part-time and Intermittent Employees Sunday/Holiday

Part-time and intermittent employees cannot work 1931 Used To Record:Overtime compensation for immigra-
Act overtime on non-holiday weekdays and Saturdays. tion officers and other eligible employees who perform
Air/Sea overtime for Sunday and/or holidays may be inspections of steamships and airplanes on Sundays
recorded using TC 17, Prefix 43. and/orholidays, as authorized by the March 2, 1931 Act.

Record in the top portion of the T&A.
Time amounting to less than one hour spent on inspection ) o o .
duty is compensable under Title 5 overtifB&ception: Applies To: Immigration and Naturalization Service

Whenduty and “roll-back” time equal one or more hours, (INS) Employees.

even if the actual duty time is less than one, the pay iSgpyry Instructions: Enter17in the TC field andi3 in

compensable under 1931 Act entitiement. the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

Overtime hours greater than zero must be divisible by 4.

TC 17, Prefix 41, INS 1931 Act O/T — Land .
Border Weekdays Full-time Employees
A full-time employee may be paid 16 to 36 hours per

Used To Record:Overtime compensation for immigra-  Sunday oholiday in increments of 4. Weekly hours can-
tion officers and other eligible employees who perform not exceed 108.

inspections of trains and other vehicles on non-holiday
weekdaysand/or Saturdays as authorized by the March 2, Part-time and Intermittent Employees

1931 Act. Record in the top portion of the T&A. A part-time or intermittent employee may be paid
16 hours per Sunday or holiday. For hours up to the first
8 hours of inspectional duty worked, 16 hours of entitle-
ment are reported as 1931 Act overtime. After the first
8 hours worked, the time would be reported as Title 5
overtime (1945 Act). The weekly maximum hours is 48.

Applies To: Immigration and Naturalization Service
(INS) Full-time Employees.

Entry Instructions: Enter17in the TC field andil1in
the Pr field. Enter the appropriate amount of time to be

paid in the applicable Week 1/Week 2 fields. Recording 1931 Act Overtime on a Holiday

Recording 1931 Act O/T Land Border Weekdays is the If an employee performs inspection d.utles on a hohday,
enter these hours under the appropriate ship inspection

same as recording 1931 Act Air/Sea Weekdays. See :
TC 17, Prefix 40, for instructions. TC. Record the hours to be paid. If an employee performs

non-inspection duties on a holiday, enter those hours
under TC 3XHoliday Worked) if the holiday is included
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in the employee’s tour of duty, or under TC 01, when tary or court leave in the applicable Week 1/Week 2
appropriate, for part-time or intermittent employees. fields.

TC 17, Prefix 44, INS 1931 Act O/T — Land TC 17, Prefix 50, Travel Reimbursements

Border Sun/Hol Used To Record Consolidated travel reimbursement

Used To Record:Overtime compensation for immigra- payment amounts. For payment purposes, travel reim-
tion officers and other eligible employees who perform bursements are not considered wages, are non-taxable,
inspections of trains and other vehicles on Sundaysand are not subject to any deductions, collections, or gar-
and/or holidays as authorized by the March 2, 1931 Act. nishments. Travel reimbursements will not be reported

Record in the top portion of the T&A. on the employee’s W-2. Record in the top portion of the
T&A.

Applies To: Immigration and Naturalization Service

(INS) Employees. Applies To: Bureau of the Census Field Representatives

(FR), U.S. Merit Systems Protection Board, and Farm
Entry Instructions: Enterl7in the TC field andi4 in Service Agency—County Officemly.

the Pr field. Enter the appropriate amount of time to be

pa|d in the app|icab|e Week 1/\Week 2 fields. Entry Instructions: Enter17in the TC field andO0in
the Prefix field. Enter thevhole dollar amount in the

Recordingl931 Act land border on Sunday and holidays \Week 1 field and theents amountin the Week 2 field.
is the same as recording 1931 Air/Sea Sunday/HoIiday.E el Th ;
See TC 17, Prefix 43, for instructions. Weekly hours can- xampie 2. En?e?gr)g%uigtggsli)tieo;espg rt; d ;ﬁjg’%??h?'

not exceed 108. hours portion of the Week 1 field afdn

Note: TC 17, Prefixes 40, 41, 43, or 44 must reflect the position 4, the fractions portion of the
number othours to be paid. The system will compute the Week 1 field. Enter the remaining amount
number of hours worked by subtracting the hours not of $.99 a®99in positions 1, 2, and 3 of the
worked (TC 17, Prefix 42) from the hours of payment. hours portion of the Week 2 field. Do not
completethe fractions portion of the Week

TC 17, Prefix 45, Continuation of Pay 2 field.

. ) Example 2: The amount to be reported is $99.99. Enter
Used To Recorq:Hogrs of continuation of pay that a 009in positions 1, 2, and 3 of the hours
Customs Jicer is entitied to compensation for lost over- portion of the Week 1 field ar@lin posi-
time wages. Record in the top portion of the T&A. tion 4, the fractions portion dfie Week 1

field. Enter the remaining amount of $.99

Applies To: U.S. Customs Service, Customs Officers. as099in positions 1, 2, and 3 of the hours

Rate: Two times the basic hourly rate. portion of the Week 2 field. Do not com-
plete the fractions portion of the Week 2
Continuation of pay is excluded from the $25,000 fiscal field.

year cap limitation. TC 17, Prefix 50, is included in the total sum of the prefix,

Entry Instructions: Enter17in the TC field andi5 in transactionand suffix codes in theotal transaction field

the Pr field. Enter the appropriate amount of time on con-Of the T&A. However, the monetary amount is not

tinuation of pay in the applicable Week 1/Week 2 fields. included in the total sum of hours accumulated from
these fields for the Total Time. Special Employee

TC 17, Prefix 46, Military or Court Leave Code 34 is used with TC 17, Prefix 50.
Used To Record:Hours of military or court leave thata TC 17, Suffix 1, Sales Commissions
Customs Ofcer is entitled to compensation for lost over-

time wages. Record in the top portion of the T&A Used To Record: Special pay entitlements resulting

from the sale of Smithsonian publications. Record in the
Applies To: U.S. Customs Service, Customs Officers  top portion of the T&A.

Rate: Two times the basic hourly rate Applies To: Smithsonian Institution Employees Only

Military and court leave are excluded from the $25,000 Entry Instructions: Enter17in the TC field and in the
fiscal year cap limitation. Suffix field. Enter the monetary amountdollars and

centsin the applicable Week 1/Week 2 fields. For exam-
Entry Instructions: Enterl7in the TC field andl6 in ple, $99.99 would be entered 8899in the Week field.
the Pr field. Enter the appropriate amount of time on mili- If the amount is greater than $99.99, the remaining
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amountwould be entered ithe Week 2 field as appropri- increments. Use the chart shown above for detailed

ate. If the amount exceeds $199.98, enter TC 17, Shift calculations.

Suffix 1, and the amount on the next line. . . ) .
Entry Instructions: Enterl7in the TC field and in the

_ ) Suffix field to record the number of hours the employee is
TC 17, Suffix 4, Incentive Pay due overtime pay, not the actual hours worked. Calculate

Used To Record:The monetary amount of special pay ©Vertime as described above.

entitlements. Record in the top portion of the T&A. TC 17, Suffix 6, Services/Payment
Applies To: Bureau of the Census and Bureau of the Pub- USed To Record:The monetary amount an employee is
lic Debt Employees Only. to receive in gratuity for services rendered. At the time

the service was rendered, no cash was transferred from
Entry Instructions: Enter17in the TC field and in the the customer to the employee (e.g., credit card purchase,
Suffix field. Enter the monetary amountdollars and etc.). Record in the top portion of the T&A.
centsin the applicable Week 1/Week 2 fields. For exam- . )
ple,$99.99 would be entered 8899in the Week Tield. Applies To: Senate Restaurants Employees Only
If the amount is greater than $99.99, the remaining Entry Instructions: Enter17in the TC field and in the
amountwould be entered ithe V\eek 2 field as appropri-  guffix field. Enter the monetary amountdollars and
ate. Ifthe amount exceeds $199.98, enter TC 17, Suffix 4, centsin the applicable Week 1/Week 2 fields. Payment
and the amount on the next line. The amount cannotysjj| be made to the employee from this entry, and the

exceed $300.00. amount enteredill be reported on the employee’s W-2.
TC 17, Suffix 5, Ship Inspection Overtime Pay An amount up to $99.99 may be entered in the Week 1
field.

Used To Record:Overtime hours for ship inspection. ]

Enter9999in the Week 1 field.
Applies To: Federal Communications Commission |t the total allowance is more than $99.99, enter the

Employees Only remaining amount in the Week 2 field.

Rate: Hourly base rate plus 1/2 times base rate If the total amount exceeds $199.98, go to the next line.
Equivalent : . ;

Hours Worked Overtime Hours TC 17, Suffix 7, Tips-Cash Received

1-2 4 Used ToRecord: The monetary amount an employee has

received in tips which is to be reported for tax purposes.

21/a -4 8 The employee was given the monies at the time that the
41/4-6 12 . ) .

service was rendered. Record in the top portion of the
61/4-8 16 T&A
8 1/4 or more 20 '

Applies To: Senate Restaurants and National Oceanic

Monday through Saturday and Atmospheric AdministrationOnly

* Foreach 2-hour increment, give the employee 4 hours . _ _ _
pay (1/2 day). Entry Instructions: Enterl17in the TC field and in the

. Suffix field. Enter the monetary amountdollars and
* The employee must work at least 1 hour of overtime. censin the applicable Week 1/Week 2 fields. Payment

Overtime pay must not exceed 20 hours (2 1/2 days).yil| not be made from this entry. These tips are reported
This is in addition to any regular compensation per 55 income on the W—2.

day.
Sundays and Holidays

* For each inspection requiring 1 through 8 hours of

overtime the employee is entitied to 16 hours of over- Example: ~ The total allowance amount is $99.99.
time pay (2 days). Enter9999Week 1 field.

« The employee must work at least 1 hour of overtime. If the total allowance is more than $99.99, enter the
remaining amount in the Week 2 field.
e Overtime pay must not exceed 36 hours per day
(4 1/2 days). If the total amount exceeds $199.98, go to the next line.

An amount up to $99.99 may be entered in the Week 1
field.

» For each inspection requiring over 8 hours of over- Note: Tips cannot be reported in the last pay period paid
time, hours of pay will be calculated based on 2-hour in the calendar year. They may be entered, however, on
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corrected T&A's being processed for prior pay periods Parking fees may be recorded biweekly, monthly, quar-
which are submitted in the last pay period paid in the cal- terly, semiannually, or annually, but must be reported by

endar year.

TC 17, Suffix 8, Chauffeur Driven Auto

Used to Record: Value of Chauffeur-driven vehicle
usage, irdollars and cents Record in the top portion of
the T&A.

Applies To: All employees

The value of chauffeur-driven vehicle usage to be

reported is based on the following calculations: (1) the

percentage ahiles driven for commuting purposes mul-

the end of the tax year (usually Pay Period 24). Time-
keepers should follow agency reporting guidelines.
Report this information for separated employees at the
time of separation.

Recordparking fees on the T&A by the last pay period of
the tax year. Otherwise, (1) submit the data on Form
AD-343, Payroll Action Request, and (2) contact NFC,
Payroll/PersonnéDperations Section. A delay in report-
ing will result in the issuance of an incorrect W-2. The
W-2 will be adjusted to include the parking fees once
Form AD-343 is processed.

tiplied by the annual value of the vehicle, (2) the fuel cost Entry Instructions: Enterl7in the TC field an®in the

of $0.55 multiplied by the number of miles driven, and

(3) the value of the chauffeur services provided. Time-
keepers should follow agency guidelines to obtain the Example 1:

amount to be reported.

The amount must be reported by the last pay period of the
tax year. Otherwise, agencies must (1) submit the data on

Form AD-343, Payroll Action Request, and (2) contact
the National Finance Center. A delay in reporting will

result in the issuance of an incorrect W-2. This informa-
tion must be reported for separated employees at the time

of separation.

Entry Instructions: Enter17in the TC field an@® in the
Suffix field. Enterthewhole dollar amountin the Week
1 field and theeents amountin the Week 2 field.

The total amount for a chauffeur -driven
vehicle is $9,999.99. Ent&99 in posi-
tions 1, 2and 3 of the hours portion of the
Week 1 field an® in position 4, the frac-
tionsportion of the Week 1 field. Enter the
remaining amount of $.99 &99in posi-
tions 1, 2and 3 of the hours portion of the
Week 2 field. Do not complete the frac-
tions portion of the Week 2 field.

Example:

TC 17 and Suffix 8 will be included in the total sum of the

Prefix, Transaction, and Suffix codes in the Total Trans-

action field of the T&A. However, the monetary amount

Suffix field. Enterthewhole dollar amountin the Week
1 field and theeents amountin the Week 2 field.

The amount to be reported is $9,999.99.
Enter999in positions 1, 2, and 3 of the
hours portion of the Week 1 field aBdn
position 4, the fractions portion of the
Week 1 field. Enter the remaining amount
of $.99 a®999in positions 1, 2, and 3 of the
hours portion of the Week 2 field. Do not
completehe fractions portion of the Week
2 field.

The amount to be reported is $99.99. Enter
009in positions 1, 2, and 3 of the hours
portion of the Week 1 field arlin posi-
tion 4, the fractions portion difie Week 1
field. Enter the remaining amount of $.99
as099in positions 1, 2,and 3 of the hours
portion of the Week 2 field. Do not com-
plete the fractions portion of the Week 2
field.

TC17 Suffix 9 is included in the total sum of the Prefix,
Transaction, and Suffix codes in the Total Transaction
field of the T&A. However, the monetary amount is not
included in the total sum of hours accumulated from
these fields for the Total Time.

Example 2:

TC 18, Overtime Grain Appeal

is not included in the total sum of hours accumulated \yseq To Record: Overtime hours spent performing

from these fields for the Total Time.
TC 17, Suffix 9, Parking

Used toRecord: The monetary amount in excess of $175

per month for which an employee is being reimbursed by
the agency for parking fees or receives free parking val-

grain appeal inspections. Record in the top portion of the
T&A.

Applies To: All Federal Grain Inspection Service
Employees, except Senior Executives

Rate: One and one-half times base rate. The biweekly

ued in excess of $175. This fringe benefit is taxable and|imitation of the gross pay for the top step of

will be reported on the employee’'s W-2. Record in the
top portion of the T&A.

Applies To: All employees who receive qualified park-
ing benefits.

Grade GS-15 does not apply to this pay.

Entry Instructions: Enter18 in the TC field and the
number ohours worked in excess of the basic workweek
for grain appeal inspections in the applicable Week
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1/Week 2 fields. of employment to perform work. If the employee per-

Entry Instructions: Enter18 in the TC field and the  forms 2 omore hours of work, record the call-back time
number ohours worked in excess of the basic workweek over 8 but within 40 hours using TC 19. If the employee
for grain appeal inspections in the applicable Week performs less than 2 hours of work, record the call-back
1/Week 2 fields. If the grain appeal inspection occurs dur- time for which work was performed in 15-minute incre-
ing the night differential period (6:00 p.m. and 6:00 a.m.), ments,using TC 19. Record the balance of the 2 hours for
use a TC applicable to night differential for overtime (or which no work was performed using TC 30, Overtime
compensatory time). Call Back No Work Performed.

TC 19, Overtime Over 8 Entry Instructions: Enter thg base hours under TC 01.
The total hours recorded using TC 01 (up to 8 hours per

Used To Record:Work performed in excess of 8 hours day) and TC 19 (over 8 hours per day) cannot exceed

on any 1 day within the 40-hour basic workweek. Record 40 hoursgper week. Entet9in the TC field and the num-

in the top portion of the T&A. ber of hours worked in excess of 8 hours on any 1 day to

. ) . . complete the 40-hour basic workweek in the applicable
Applies To: Full-time/Part-time General Schedule Week 1/Week 2 fields.

Employees

Full-time/Part-time Federal Wage System Employees 1€ 19, Prefix 97, Overtime—Scuba Diving 175%

Used ToRecord: Overtime over 8 hours in a day actually
spent inthe water while engaged in diving operation per-
Youth Opportunity Campaign Program Employees formed outside the regular tour of duty. Record in the top

portion of the T&A.
Rate: (1) For an employee exempt from FLSA, one and

one-half timedase hourly rate not to exceed the base rateApplies To: Federal Wage System Employees
for GS10/Step 1 (2) For an employee nonexempt from
FLSA, the applicable FLSA overtime rate.

Intermittent Employees

Rate: 175% of environmental differential rate

. . . . Entry Instructions: Enter97 in the Pr field and9in the
Retirementnd thrift savings plan deductions are always TC field. Enter the number of hours (minimum 1 hour)
computed at the employee’s current base pay even

; . outsidethe regular tour of duty used in a diving operation
thoughthe over 8 hours are paid at an overtime rate. If thein the applicable Week 1/Week 2 fields
hours of work are performed in excess of 8 hours on any '
1 day to complete the 40-hour basic workweek, the 1 21 Overtime—Premium Rate

retirement and thrift savings plan deductions are still . _
computed at the employee’s base rate of pay. Used To Record:Overtime hours performed outside the

basic 40-hour workweek. For Alternate Work Schedule

For employees who fill in nonpay status with TC 19, Codes 5 or 8, record the hours over 80 hours per pay

retirement and thrift savings plan deductions are com- period. Record in the top portion of the T&A.

puted at the current base pay. . ) )
Applies To: All Employees except Senior Executives

Full-time General Schedule and Federal Wage

System Employees Rate: One and one-half times base rate or FLSA rate

Note: National Civilian Community Corps employees
If the employee is on LWOP during the basic workweek are paid at abase rate.

and performs work in excess of 8 hours in any 1 day to ,
fill-in or complete his/her 40-hour workweek, record the DO Not use TC 21 to record hours worked in excess of the
first 8 hours using the base pay transaction code (01, 0402SiC workweek if:

05, etc.) and the hours over 8 using TC 19. (For AWS ¢ the overtime worked is used to fill-in the basic work-
employees, TC 1®ould be reported for hours above the  week. (The employee was in nonpay status.)

daily tour or 8, whichever is greater based on 80 hours per, the employee is to receive compensatory time off in

pay period.) lieu of overtime pay
Part-time/Intermittent General Schedule and Call-Back Time. A minimum of 2 hours of premium pay
Federal Wage System Employees is granted to employees who are called back to their place

Use TC 19 to record the hours worked in excess of of émployment to perform work. If the employee per-
8 hours in any 1 day. forms 2 omore hours of work, record all of the call-back

time using TC 21. If the employee performs less than
Call-Back Time. A minimum of 2 hours of premium pay 2 hours of work, record the call-back time for which
is granted to employees who are called back to their placenvork was performed in 15-minute increments, using TC
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21. Record the balance of the 2 hours for which no work An employee must be coded eligible in the database to
was performed using TC 30, Overtime Call Back No earn this compensation; otherwise, the T&A will reject.
Work Performed. Work must begin at least 1 hour after the end of any pre-
) ) vious regularly scheduled tour of duty and end at least
Law Enforcement Officer Employees.Overtime pay 1 hour before the beginning of the following regularly
for FLSA exempt law enforcement officers who are paid scheduled tour of duty. These hours are monitored
more than GS-10, Step 1, is either paid at one and onethroughthis TC to ensure that overtime and premium pay
half times GS-10, Step 1, or the base rate of pay, which-qo not exceed $25,000 within a single fiscal year, as

ever is greater. Any overtime earned after January 1,authorized by Customs Officers Pay Reform.
1991, is calculated using an interim geographic adjust- i ) i i
ment or locality comparability adjustment. Entry Instructions: Enter2lin the TC field an®2in

the Pr field Note: Employees entitled to Customs Offi-
Entry Instructions: Enter21 in the TC field and the cers Pay Reform are only entitled to TC 21 with an
number of overtime hours worked outside the basic appropriate entry in the Pr field Enter the appropriate
workweek in the applicable Week 1/Week 2 fields. number ohours in the applicable Week 1/Week 2 fields.
Retirement contributions are not deducted from TC 21.
See the instructions for Suffix Codes 5 through 8 in the TC 21, Prefix 30, Commute OT Triple Rate

“Recording Tme” section for “overtimever 8 hoursina  ysed To Record:The amount of time the Customs Offi-
day” outside the basic 40-hour workweek requirement. ce; js entitled to be paid as compensation for commuting

time. Record in the top portion of the T&A.

TC 21, Prefix 20, Overtime Paid At Double Rate ) ) !
Applies To: U.S. Customs Service, Customs Officers

Used To Record:Overtime hours worked by Customs only
Officers that are calculated at two times the basic hourly Rate: Three times the basic hourly rate
rate. Record in the top portion of the T&A. ’ y
) . ] An employee must be coded eligible in the database to
Applies To: U.S. Customs Service, Customs Officers earn this compensation; otherwise, the T&A will reject.
only. Thesehours are monitored through this TC to ensure that
overtimeand premium pay do not exceed $25,000 within
a single fiscal year, as authorized by Customs Officers
Note: Basic pay includes locality pay and excludes pre- Pay ReformNote: Work must begin within 16 hours of
mium/differential pay. the last regularly scheduled work assignment and more
than 2 hours before the next regularly scheduled work
An employee must be coded eligible in the database toassignment.
earn this compensat_ion; otherwise, t_he T&A will reject. Entry Instructions: Enter21in the TC field an®0in
Thesehours are monitored through this TC to ensure that y o py fie|q Note: Employees entitled to Customs Offi-
ove:rt|mea}nd premium pay do npt exceed $25,000 W!th'n cers Pay Reform are only entitled to TC 21 with an
a single fiscal year, as authorized by Customs Oﬁ'cersappropriate entry in the Pr field. Enter the appropriate

Pay Reform. number otours in the applicable Week 1/Week 2 fields.

Rate: Two times the basic hourly rate

Entry Instructions: Enter21in the TC field an®0in ) ) .
the Pr field Note: Employees entitled to Customs Offi- 1€ 21, Prefix 97, Overtime-Scuba Diving 175%

cers Pay Reform are only entitled to TC 21 with an Used To Record:Overtime hours actually spent in the
appropriate entry in the Pr field. Enter the appropriate water while engaged in diving operation performed out-
number of hours to be paid in the applicable Week side the regular tour of duty. Record in the top portion of
1/Week 2 fields. the T&A.

) Applies To: Federal Wage System Employees
TC 21, Prefix 22, Call Back OT Double Rate

Rate: 175% of environmental differential rate

Entry Instructions: Enter21in the TC field,97 in the
Pr field, and the number of hours (minimum 1 hour) in
the applicable Week 1/Week 2 fields.

TC 22, Overtime Double for Sunday Work

Used To Record:Hours worked (minimum of 2) for
which compensation is authorized and for whichGs-
toms Officer is required to return to his/her place of work.
Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers

only Used To Record:Overtime hours worked to perform
inspection and quarantine services on Sunday. Record in
Rate: Two times the basic hourly rate the top portion of the T&A.
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Applies To: All Animal and Plant Health Inspection Ser-
vice Employees except Senior Executives

Rate: Two times the hourly base rate. The biweekly
limitation of the gross pay for the top step of Grade
GS-15 does not apply to this pay.

Night Differential. The employee is also entitled to night
differential payment for all hours of work performed

Payroll/Personnel Manual
Time And Attendance Procedures
Time And Attendance Instructions

Entry Instructions: Enter24 in the TC field and the
number of hours of travel which are performed outside
the regular working hours on a workday or nonworkday
in the applicable Week 1/Week 2 fields.

TC 25, Overtime Over 40 With Night
Differential

Used To Record:Hours of regularly scheduled work

between 6:00 p.m. and 6:00 a.m. Record the hours thaperformed outside the basic 40-hour workweek during

fall within the night differential period using TC 13. See
TC 13 instructions.

Travel. Record the hours allowed for commuted travel

the night differential period. For alternate work schedule
Codes 5 or 8, record hours of work over 80 hours per pay
period. Record in the top portion of the T&A.

for Sunday work using TC 23. Travel hours are payable atAPPlies To: Full-time/Part-time General Schedule
the regular overtime rate and are subject to the maximumEmployees

overtime rate restriction of GS-10 Step 1.

Entry Instructions: Enter22 in the TC field and the
number of hours of work performed on Sunday for
inspection, quarantine, and auxiliary services for United

States imports and exports in the applicable Week

1/Week 2 fields. Use TC 22 only if the employee’s regu-
larly scheduled tour of duty does not include Sunday
work and if the work performed is overtime.

TC 23, Overtime Travel Under FLSA

Used To Record:Hours of travel away from the official
duty station outside the tour of duty for which an
employee is entitled to compensation under FLSA.
Record in the top portion of the T&A.

Applies To: Nonexempt FLSA Employees Only

Does Not Apply To: Employees entitled to Customs
Officers Pay Reform

Rate: FLSA overtime

Entry Instructions: Enter23in the TC field and the
number of overtime hours worked outside the basic
workweek in the applicable Week 1/Week 2 fields.

Note: Hours of travel which occur during the basic work-
weekmust be reported using TC 01. Forty hours of regu-
lar time (including leave) must be recorded before TC 23
can be used.

TC 24, Overtime Travel Under Title 5

Used To Record:Hours of travel for purposes which are
compensable under Title 5 and FLSA. See 5 CFR
550.112(g) and FPM Letter 551-24. Record in the top
portion of the T&A.

Applies To: All Employees, Except Wage Marine
Employees and Senior Executives

Rate: One and one-half times base rate
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Does Not Apply To: Employees entitled to Customs
Officers Pay Reform

Rate: Hourly overtime rate plus 10 percent base rate for
night differential

Entry Instructions: Enter25 in the TC field and the
number of regularly scheduled overtime hours worked
that fall between the hours of 6:00 p.m. and 6:00 a.m. in
the applicable Week 1/Week 2 fields. Night differential
may not be paid for occasional overtime worked. A regu-
larly scheduled tour of duty must be authorized in
advance of the administrative workweek.

Exception 1: Night differential in addition to overtime
payment for employees performing grain appeal inspec-
tions may be paid only if the overtime is worked during
the hours of services established at the point of inspec-
tion. Overtime work on grain appeal performed outside
the established hours must be reported using TC 18,
Overtime Grain Appeal.

Exception 2: Employees, whether full-time, part-time,
or intermittent, engaged in meat and poultry inspection
work are entitled to night differential for all regular and
occasional overtime performed between 6:00 p.m. and
6:00 a.m.

TC 26, Overtime Over 8 With Night Differential

Used To Record:Regularly scheduled work performed
duringthe night differential period in excess of 8 hours on
any 1 day within the 40 hour basic workweek. Record in
the top portion of the T&A.

Applies To: Full-time/Part-time General Schedule
Employees

Youth Opportunity Campaign Program Employees

Does Not Apply To: Employees entitled to Customs
Officers Pay Reform

Rate: Hourly overtime rate plus 10 percent base rate for
night differential
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Foreligible employees, retirement and thrift savings plan Rate: Hourly rate for overtime plus 10 percent. Multiply
deductions are computed on the employee’s current bas¢he overtime rate by 1.1 and round to the nearest cent. No
pay for the hours reported using TC 26 even though theother premium compensation is payable.

hours are paid at the overtime rate. . . .
P Entry Instructions: Enter27 in the TC field and the

For employees who fill in nonpay status with TC 26, number ofovertime hours performed for dirty work in the
retirement and thrift savings plan deductions are com- applicable Week 1/Week 2 fields.

puted at the base rate of pay.
TC 29, Credit Hours Worked

Used To Record:Hours worked in excess of the basic
) . s . work requirement, approved by the employee’s agency,
authorized in advance of the administrative workweek at the option of the employee in order to vary the length of

and must _be _scheduled to recur on successive days Ofhe workday or workweek under certain alternative work
aftersp(_eufled |_ntervals. Employees enga}ged N meat.andschedules. The excess hours worked are not considered
poultry inspection work are entitled to night differential overtime hours

for all overtime work performed between 6:00 p.m. and
6:00 a.m., whether or not it was scheduled as part of theApplies To: Full-time/Part-time General Schedule

Night differential may not be paid for occasional over-
time worked. A regularly scheduled tour of duty must be

regularly scheduled workweek. Employees (excluding SES employees). Federal Wage
System Employees
Full-time General Schedule Employees In order for an employee to be eligible to earn credit

hours, enter or 8 in the AWS field. If the AWS field is
not coded 7 or 8, the employee will not be allowed to earn
credit hours. The hours recorded under TC 29 will auto-
matically be disallowed and the T&A will not reject.

If the employee was on LWOP during the basic work-
week and performed work during the night differential
period inexcess of 8 hours in any 1 day to fill-in or com-
plete the basic workweek, record the hours over 8 using
TC 26. A full-time employee on a flexible schedule may accu-

) mulate up to 24 hours of credit hours which may be car-
Record any regularly scheduled hours worked in excesSiieq over from one biweekly pay period to the next.

of 40 hours in the workweek during the nighfefiéntial Note: General Accounting Office employees may accu-
period. If not regularly scheduled, the time should be 1, 1ate anaximum of 10 hours of credit hours which may
recorded using TC 21 or TC 25. be carried over from one biweekly pay period to the next.
A part-time employee is limited on a pro-rata basis and
Part-Time General Schedule Employees may carry over an amount equal to 1/4 of the biweekly

work requirement. For example, a part-time employee

Use TC 26 to record the hours worked in excess of 8 hours, g is scheduled to work 40 hours per pay period could
in any 1 duty day if the hours of work are within the night 5.,mulate anaximum of 10 credit hours (1/4 x 40 = 10).
differential period.

If the database balance plus any credit hours earned but
Entry Instructions: Enter the base hours under TC 01. not used during the current pay period reflect a balance of
Enter 26 in the TC field and the number of regularly more than 24 hours of credit hours earned,
scheduleabvertime hours worked within the night differ- , ) ) )
ential period, in excess of 8 hours on any 1 day to com-the hours in excess of 24 will not automatically be disal-
pletethe 40-hour basic workweek in the applicable Week 0wed and the T&A will not reject.
1/Week 2 fields. The hours for TC 26 cannot exceed theSee TC 50, Credit HourS, for recording hours of pa|d
hours for TC 01. The total hours recorded using TC 11 gpsence that are to be charged to the employee’s credit
(up to 8 hours per day) and TC 26 (over 8 hours per day)hours account.

cannot exceed 40 hours per week. . ] ]
Entry Instructions: Enter29 in the TC field and the

credit hours worked in the applicable Week 1/Week 2
TC 27, Overtime Plus 10% of Overtime Rate fields.

Used To Record: Engineer Officers (Occupational T : Il Back No Work Perf
Series 9931, 9932, 9933, and 9934) entitlement to over-| — S0 Overtime Call Back No Work Performed

time pay for dirty work. Record in the top portion of the Used To Record:The number of hours of premium pay
T&A. entitlement for employees called back to their place of

employment when no work was performed. An
Applies To: Full-time/Part-time Wage Marine Engineer employee ientitled to a minimum of 2 hours of premium
Officers Only pay. Record in the top portion of the T&A.
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Applies To: All Employees, Except Wage Marine ForFederal Wage System employees, entefixSLif2, 3,
Employees and Senior Executives or 4 when using TC 31 to record premium pay for holiday

) hours worked.
Rate: One and one-half times base rate

Entry Instructions: If the employee performs 2 or more Full-time General Schedule and Federal Wage

hours of work, record all of the call-back time using the System Employees

appropriate overtime transaction code. Full-time General Schedule and Federal Wage System
employees who have a regularly scheduled basic tour of

If the employee performs less than 2 hours of work, the quty are entitled to base pay and, if applicable, night or

call-back time for which work was performed is shift differentials for a nonworked holiday which occurs

recorded, in 15 minute increments, using the appropriatewithin the regularly scheduled basic workweek. If a holi-

overtime transaction code. Enfy in the TC field and day does not fall on the employee’s regularly scheduled

the balance of the 2 hours for which no work was per- workday,the workday which is considered to be the holi-

formed in the Week 1/Week 2 fields. day will depend upon the employee’s schedule and the
actual day of the holiday. The designated holiday is set
TC 31, Holiday Worked forth by the Office of Personnel Management, Depart-

mental, and agency regulations.
Used To Record:Hours of work performed during an
employee’s regularly scheduled basic tour of duty on a Full-time Employees With an Alternate Work
day designated as a holiday for which the employee isg:hedule
entitled to holiday premium pay. Record in the top por-

tion of the T&A. Full-time employees on an alternate work schedule who

perform nonovertime work on a holiday (or a day desig-
Applies To: Full-time/Part-time General Schedule nated as the holiday) are entitled to base pay plus pre-
Employees mium pay equal to base pay for the hours worked on the

holiday. The holiday hours worked cannot exceed 9 hours
Full-time/Part-time Federal Wage System Employees or 10 hours depending upon the employee’s alternate

work schedule.
Summer EmploymerRrogram for Youttfover 90days)

Rate: Base rate of pay Part-time General Schedule and Federal Wage

System Employees
If the employee is not entitled to premium pay, record the part-time General Schedule and Federal Wage System
hours worked on a holiday using TC 01. employees who have a regularly scheduled basic tour of
duty are entitled to be excused or to receive premium pay

If the employee is on an alternate work schedul& % only if the holiday falls within the scheduled tour of duty.

a minimum of 2 hours and not more than 9 or 10 hours,
depending upon the employee’'s AWS, may be recorded
using TC 31. Intermittent Employees and Employees With an
Appointment Limitation of Less Than 90 Days
If 2 holidays occur in a single pay period, the time |ntermittent employees and employees with an appoint-
recorded using TC 31 can exceed 8 hours. mentlimitation of less than 90 days are not entitled to pre-
mium holiday pay. These employees receive the basic
rate of compensation for the hours worked on a holiday.
The 90 day requirement does not apply to employees
compensated on an annual or monthly basis.

If an employee works on a day designated as a holiday,
outside of the regularly scheduled tour of duty, use the
appropriate overtime transaction code.

In addition to recording the holiday hours worked, record
the employee’s regularly scheduled duty hours for the
day designated as a holiday using TC 66, Other Leave.

Exception: If the employee has been employed for a con-
tinuous period of 90 days or more, under one or more
appointments, without a break in service, he/she is

If the employee was scheduled to work on a holiday but is€"titled to pay for a nonworked holiday plus premium
called for military duty or an injury occurs, use TC 31 in P&y for the holiday hours worked.

conjunction with the following transaction codes: Entry Instructions: Enter31in the TC field and record

Code Name the number of hours (minimum 2; maximum 16) the

65 Regular Military Leave employeeawvorked on a day designated as a holiday in the
67 Injury Leave applicable Week 1/Week 2 fields only if the employee is
68 Emergency Military Leave entitled to premium holiday pay.
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TC 31, Prefix 10, Holiday Pay Regular Rate Regulations governing the earning of overtime pay also

apply toearning compensatory time. Compensatory time
must be worked outside the employee’s regularly sched-
uledtour of duty. The amount of time off must not exceed

the time spent performing irregular or occasional over-

Used ToRecord: Hours of any regularly scheduled work
performed on a holiday, including those holidays
declared by Executive Order.

Applies To: U.S. Customs Service, Customs Officers time work.
only Compensatory time may be earned to repay time off for
religious observance. See TC 32, Prefix 77, for detailed

Rate: Basic hourly rate for the hours worked on a holiday instructions

An employee must be coded eligible in the database t0Rgcordthe codes for the financial projects, activities, and
earn this compensation; otherwise, t.he T&A will reject. |qcations benefitting from the compensatory time
Thesehours are monitored through this TC to ensure that \,,5rked in the Remarks section.

overtimeand premium pay do not exceed $25,000 within
a single fiscal year, as authorized by Customs Officers Compensatory time earned may be liquidated by the end
Pay Reform. Record in the top portion of the T&A. of the leave year, carried forward to the following year, or
Note: Customs dfcers do not have the same entitlement paid in full. Follow your agency policy regarding com-
to a 2-hour minimum, as is applicable to other employeespensatory time payments/liquidation.
under TC 31.

_ . . _ Federal Wage System Employees
Entry Instructions: Enter31in the TC field and0in To record the hours of compensatory time earned on the

the Pr field Note: Employees entitled to Customs Offi- 1o Tc 32 must be used with suffixes 1. 2. or 3. These
cers Pay Reform are only entitled to the TC 31 with an g ffixes allow the earned compensatory time to be

appropriate entry in the Pr field. Enter the appropriate yocorded at the prevailing rate of each shift.
number ofours in the applicable Week 1/Week 2 fields.
For PC-TARE users, the Transaction Codes Table must

TC 31, Prefix 97, Holiday—Scuba Diving 175% be modified to change the pay status of TC 32 to

aregular TC. These changes must be made by your PC-

Used To Record:Time actually spent in the water while TARE system administrator.

engaged in diving operation performed on a holiday.

Record in the top portion of the T&A. To facilitate T&A entry for PC-TARE Version 1.11 A
timekeepers, compensatory time for non-Federal Wage
System employees may be recorded in the top portion of
Rate: 175% of environmental differential rate the T&A. When TC 32 is recorded in the top portion of
the T&A, accounting data must be entered unless a “2”
Entry Instructions: Enter97in the Pr field31in the TC was entered in the Accounting Data Code (AC) field.
field, and the number of hours (minimum 1 hour) worked This accounting data is used for reporting purposis
in the applicable Week 1/Week 2 fields.

Applies To: Federal Wage System Employees

Payment For Compensatory Time

The employee is paid for compensatory time when leav-
ing the rolls or at the time designated by the agency. The
Used To Record:The hours of irregular or occasional employee is paid at the premium rate of pay that was in
overtimework for which the employee is required or has effect when the hours of overtime were actually per-

elected tdake time off in lieu of receiving overtime pay. formed.

Record in the bottom portion of the T&A.

TC 32, Compensatory Time Worked

Whenthe employee must be paid for compensatory time,
Applies To: Full-time/Part-time General Schedule You must report through the channels of your organiza-
Employees and Federal Wage System Employees tion, asappropriate, the employee’s name, social security

number, T&A contact point code, and the number of
DoesNot Apply To: Employees entitled to Customs offi-  hours to be paid. This should be done during the last pay
cers Pay Reform period being reported for an employee leaving the orga-

Rate: Time off from the scheduled basic workweek on an hization or at the time designated by the agency.

hourfor hour basis, or, monetary payment at the overtime The personnel office must process Form AD-581, Lump
rate in efect for the work period in which it was earned if Sum Leave or Compensatory Time Payments, for
the compensatory time is not taken within the establishedpayment of compensatory leave. Reduce the hours paid
timeframe. from the Comp Balance field (PC—TARE) for interim
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payments of compensatory time. EnferBe Paid For Entry Instructions: Enter77 in the Pr field an82 in the
(Number) Comp Hoursn the Remarks section. TC field. Enter the number of compensatory hours
worked for religious observance in the applicable Week
Entry Instructions: Enter32 in the TC field and the  1/Week 2 fields to offset time off for religious obser-
number ofovertime hours worked in the applicable Week vance.
1/Week 2 fields. Enter TC 12 (in addition to TC 32) to
record overtime worked during the night differential
period that is subject to night differential.

Caution: Only TC 32, with Prefix 77, will reduce out-
standing balances for compensatory time used for
religious observance. Do not use TC 32 without the pre-

Enter the total hours recorded under TC 32 in the Compfix to repay hours recorded against TC 60.
Accr field of the Leave section. Compensatory time may .
be accrued by FLSA exempt employees only to the extentTC 33, Overtime Call Back No Work on Sunday

that the aggregate compensation (gross pay) for theysed ToRecord: A minimum of 2 hours of premium pay
biweekly pay period does not exceed the gross biweekly gpiitlementor employees called back to perform animal
pay for the top pay of Grade GS-15. The hours earnediyspectiorand plant quarantine services on Sunday when

and the base or premium rate of pay applicable to those,q work was performed. Record in the top portion of the
hours are maintained in the employee’s database.ga

Note: Regular compensatory time worked is the first

category of premium pay that is cut back if the base payApplies To:All Employees

pluspremium pay _exceeds th_e gross biweekly I|r_n|tat|on. Rate: Two times base rate

The personnel office can verify compensatory time bal-

ances by accessing IRIS Program IR139. If the employee performs 2 or more hours of work, record
all of the time using TC 22 (plant quarantine and animal

For FWS employees, enter 1, 2, or 3 in the suffix field. health import/export inspectors only). If the employee
performs less than 2 hours of work, record the call-back

i ) time for which work was performed in 15-minute incre-
TC 32, Prefix 77, Compensatory Time Worked ments using TC 22. Record the balance of the 2 hours for
Religious which no work was performed using TC 33.

Used To Record:The hours of irregular or occasional  Entry Instructions: Enter33in the TC field and the
overtimework which the employee performs or accumu- nymber ofSunday call back hours worked in the applica-
lates to repay or accrue time used for religious obser-ple Week 1/Week 2 fields.
vance. Record in the bottom portion of the T&A.

TC 35, Union/Contract Negotiation
Applies To: Full-time/Part-time General Schedule ysed ToRecord: Union contract related activities occur-
Employees ring during the employee’s normal working schedule.

. Record in the top portion of the T&A.
Compensatoryime off may be accumulated or advanced PP

for religious observance. However, any advanced time Applies To: Full-time/Part-time General Schedule
granted (see TC 60) should be repaid by compensatoryEmployees

overtimeworked by the end of the leave year in which the
advancedime off was taken or by the date established by
the agency. The agency may extend the time allowed toRate: Hourly base rate of pay
r h van ime off. rvisors should review . .
-|-e 8? AaBS/ :oeazgu?e feESatym‘Zr?t isSr:g(?e esi,toh:rsb; 'tjhg eendeof Listed below are the activities applicable to TC 35:
the leave year or by the date established by the agency: Negotiationand renegotiation of collective lgaining
The Compensatory Time for Religious Observance agreements

Report is generated for supervisors to monitor outstand-, A contract reopener clause

ing compensatory time balances to ensure that repayment . . _ .
is made in accordance with agency policy. * Negotiation meetings with the Federal Mediation and

Conciliation Service (FMCS) and the Federal Service
If an employee separates and maintains a positive bal- Impasses Panel (FSIP)

ance of compensatory time worked for religious pur- gee TC's 36, 37, and 38 for additional transaction codes
poses, the compensatory time is paid at the basic rate ofjseq tqecord authorized, official time used for participa-

pay. tion in union related functions not listed above.

Full-time/Part-time Federal Wage System Employees

Compensatory time for religious observance is not sub- Entry Instructions: Enter35 in the TC field and the
ject to the premium pay provisions of Title 5 and FLSA. number of hours the employee participates in or is a wit-
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ness for a union related, representational function in theTC 35, Prefix 15, Union/Contract Neg.

applicable Week 1/Week 2 fields. For additional pay
entitlement, use the appropriate suffix with TC 35.

TC 35, Prefix 05, Union/Contract Neg.
(Negotiations) (@ 15%)

Used To Record:Hours of union contract related activi-
ties (in 15-minute increments) occurring during the
employee’s tour of duty, when the majority of hours
(more than 4) fall between the hours of 3:00 p.m. and
12:00 midnight. Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 15% of basic hourly rate

(Negotiations) (@ 15%)

Used To Record:Hours union contract related activities
(in  15-minute increments) occurring during the
employee’s regular tour of duty, when the majority of
hours (more than 4) fall between the hours of 3:00 p.m.
and 12:00 midnight. Record in the top portion of the
T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 15% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a

An employee must be coded eligible in the database tosingle fiscal year as authorized by Customs Officers Pay

earn this compensation; otherwise, the T&A will reject.
This TC/prefix combination is used to properly record

Reform.

salary costs that are split between the S&E and COBRAENtry Instructions: Enter35in the TC field and5in
appropriation. These hours are monitored through thisthe Pr field. Enter the appropriate amount of time in the

TC to ensure that overtime and premium pay do not

applicable Week 1/Week 2 fields.

exceed $25,000 in a single fiscal year as authorized by

Customs Officers Pay Reform.

Entry Instructions: Enter35in the TC field and5 in
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

TC 35, Prefix 10, Union/Contract Neg.
(Negotiations) (@ 20%)

Used To Record:Hours of union contract related activi-
ties (in 15-minute increments) occurring during the
employee’s regular tour of duty, when the majority of
hours (more than 4) fall between the hours of 11:00 p.m.
and 8:00 a.m. Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

TC 35, Prefix 20, Union/Contract Neg.
(Negotiations) (@ 20%)

Used To Record:Hours of union contract related activi-
ties (in 15-minute increments) occurring during the
employee’s tour of duty, when the majority of hours
(more than 4) fall between the hours of 11:00 p.m. and
8:00 a.m. Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.
Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay
Reform.

An employee must be coded eligible in the database toEntry Instructions: Enter35in the TC field an@®0in

earn this compensation; otherwise, the T&A will reject.
This TC/prefix combination is used to properly record

salary costs that are split between the S&E and COBRA

the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

appropriation. These hours are monitored through thisTC 35, Prefix 50, Union/Contract Neg.

TC to ensure that overtime and premium pay do not

exceed $25,000 in a single fiscal year as authorized by

Customs Officers Pay Reform.

Entry Instructions: Enter35in the TC field and 0 in
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

(Negotiations)

Used To Record:Hours of union contract related activi-
ties occurring on a regularly scheduled nonovertime
Sunday that is not a holiday. Record in the top portion of
the T&A.

Applies To: U.S. Customs Service, Customs Officers
Only

49



Title | Payroll/Personnel Manual
Chapter 7 Time And Attendance Procedures
Section 1 Time And Attendance Instructions

Rate: Base pay plus 50 percent of base pay An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

An employee must be coded eligible in the database toThesehours are monitored through this TC to ensure that
earn this compensation; otherwise, the T&A will reject. overtime and premium pay do not exceed $25,000 in a

Thesehours are monitored through this TC to ensure that single fiscalyear, as authorized by Customs Officers Pay

overtime and premium pay do not exceed $25,000, asReform.

authorized by Customs Officers Pay Reform.

Entry Instructions: Enter35in the TC field and0 in
the Pr field. Enter the appropriate number of hours in the
applicable Week 1/Week 2 fields.

TC 36, Union/Midterm Negotiation

Used To Record: Union midterm related activities
occurring during the employee’s normal working sched-
ule. Record in the top portion of the T&A.

Applies To: Full-time/Part-time General Schedule
Employees

Full-time/Part-time Federal Wage System Employees
Rate: Hourly base rate of pay

Entry Instructions: Enter36 in the TC field and the
number of hours the employee participates in union
related, representational functions in the applicable
Week 1/Week 2 fields. Do not use TC 36 for the following
union related activities:

* Negotiationand renegotiation of collective lgaining
agreements

* A contract reopener clause
* Negotiation meetings with FMCS and FSIP

For additional pagntitiement, use the appropriate suffix
with TC 36.

See TC’s 35, 37, and 38 for additional transaction codes
used taecord authorized, official time the employee par-
ticipated in other union related representational func-
tions.

TC 36, Prefix 05, Union/Midterm Negotiations
(@ 15%)

Used To Record:Hours of union midterm related activi-
ties (in 15-minute increments) occurring during the
employee’s regular tour of duty when the majority of
hours (more than 4) fall between the hours of 3:00 p.m.
and 12:00 midnight. Record in the top portion of the
T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 15% of basic hourly rate
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Entry Instructions: Enter36in the TC field and5in
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

TC 36, Prefix 10, Union/Midterm (Negotiations)
(@ 20%)

Used To Record:Hours of union midterm related activi-
ties (in 15-minute increments) occurring during the
employee’s regular tour of duty, when the majority of
hours (more than 4) fall between the hours of 11:00 p.m.
and 8:00 a.m. Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

This TC/prefix combination is used to properly record
salary costs that are split between the S&E and COBRA
appropriation. These hours are monitored through this
TC to ensure that overtime and premium pay do not
exceed $25,000 in a single fiscal year as authorized by
Customs Officers Pay Reform.

Entry Instructions: Enter36in the TC field and.0in
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

TC 36, Prefix 15, Union/Midterm Neg.
(Negotiations) (@ 15%)

Used To Record:Hours of union midterm related activi-
ties (in 15-minute increments) occurring during the
employee’s regular tour of duty, when the majority of
hours (more than 4) fall between the hours of 3:00 p.m.
and 12:00 midnight. Record in the top portion of the
T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 15% of regular hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscal year as authorized by Customs Officers Pay
Reform.
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Entry Instructions: Enter36in the TC field and.5in Applies To: Full-time/Part-time General Schedule
the Pr field. Enter the appropriate amount of time in the Employees

applicable Week 1/Week 2 fields. Full-time/Part-time Federal Wage System Employees

TC 36, Prefix 20, Union/Midterm Neg. Rate: Hourly base rate of pay

(Negotiations) (@ 20%) , - ,

Listed below are the activities applicable to TC 37:
Used To Record:Hours of union midterm related activi- Labor-Management Committees
ties (in 15-minute increments) occurring during the 9
employee’s regular tour of duty, when the majority of * Consultations
hours (more than 4) fall between the hours of 11:00 p.m.. osHA Inspections
and 8:00 a.m.. Record in the top portion of the T&A. ) . ) ,

¢ Labor relations training for union representatives
Applies To: U.S. Customs Service, Customs Officers Formal and Weingarten-type meetings
only

) See TC'’s 35, 36, and 38 for additional transaction codes

Rate: 20% of basic hourly rate used tarecord authorized, official time the employee par-
ticipated in other union related representational func-

An employee must be coded eligible in the database t fions

earn this compensation; otherwise, the T&A will reject.

Entry Instructions: Enter37 in the TC field and the
number of hours the employee participates in or is wit-
ness for a union related representational function in the
applicable Week 1/Week 2 fields. For additional pay
entitlement, use the appropriate suffix with TC 37.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay
Reform.

Entry Instructions: Enter36in the TC field an®0 in
the Pr field. Enter the appropriate amount of time to be TC 37, Prefix 05, Union/Ongoing LMR Activity

paid in the applicable Week 1/Week 2 fields. (@ 15%)

_ _ _ Used To Record:Hours of ongoing union labor manage-
TC 36, Prefix 50, Union/Midterm Neg. ment related activities (in 15-minute increments) occur-
(Negotiations) ring during the employee’s regular tour of duty, when the

Used To Record:Hours of union midterm related activi- M&jority ofhours (more than 4) fall between the hours of
ties occurring on a regularly scheduled nonovertime 3:00 p-m. and 12:00 midnight. Record in the top portion

Sunday that is not a holiday. Record in the top portion of Of the T&A.

the T&A. Applies To: U.S. Customs Service, Customs Officers
Applies To: U.S. Customs Service, Customs Officers °NlY

only Rate: 15% of basic hourly rate

Rate: Base pay plus 50 percent of base pay An employee must be coded eligible in the database to

An employee must be coded eligible in the database 82 this compensation; otherwise, the T&A will reject.

earn this compensation; otherwise, the T&A will reject. This TC/prefix combination is used to properly record

heseh itored th h thi h salary costs that are split between the S&E and COBRA
Thesenhours are monitored through this TC to ensure that ;. riation. These hours are monitored through this

o_vertim_e and premium pay do not exceed $25’000 in aTC to ensure that overtime and premium pay do not
single fiscalyear, as authorized by Customs Officers Pay exceed $25,000 in a single fiscal year as authorized by

Reform. Customs Officers Pay Reform.
Entry Instructions: Enter36 in the TC field and0in Entry Instructions: Enter37.in the TC field an®5 in

the Pr field. Enter the appropriate number of hours in the tne Pr field. Enter the appropriate amount of time to be
applicable Week 1/Week 2 fields. paid in the applicable Week 1/Week 2 fields.

TC 37, Union/Ongoing LMR Act TC 37, Prefix 10, Union/Ongoing LMR Activity

Used To Record:Union ongoing Labor Management (@ 20%)

Relations (LMR) related activities occurring during the Used To Record:Hours of ongoing union labor manage-
employee’s normal working schedule. Record in the top ment related activities (in 15-minute increments) occur-
portion of the T&A. ring during the employee’s regular tour of duty, when the
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majority ofhours (more than 4) fall between the hours of
11:00 p.m. and 8:00 a.m. Record in the togipo of the
T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

An employee must be coded eligible in the database to

earn this compensation; otherwise, the T&A will reject.

This TC/prefix combination is used to properly record

Payroll/Personnel Manual
Time And Attendance Procedures
Time And Attendance Instructions

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay
Reform.

Entry Instructions: Enter37in the TC field an®0in

salary costs that are split between the S&E and COBRAthe Pr field. Enter the appropriate amount of time to be
appropriation. These hours are monitored through this paid in the applicable Week 1/Week 2 fields.

TC to ensure that overtime and premium pay do not

exceed $25,000 in a single fiscal year as authorized byt 37 prefix 50 Union/Ongoing LMR Activity

Customs Officers Pay Reform.

Entry Instructions: Enter37in the TC field and.0in
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

TC 37, Prefix 15, Union/Ongoing LMR Activity
(@ 15%)

Used To Record:Hours of ongoing union labor manage-
ment related activities (in 15-minute increments) occur-
ring during the employee’s regular tour of duty when the
majority ofhours (more than 4) fall between the hours of
3:00p.m. and 12:00 midnight.. Record in the top portion
of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 15% of basic hourly rate

Used To Record:Hours of union ongoing labor manage-
mentrelated activities occurring on a regularly scheduled
nonovertime Sunday that is not a holiday. Record in the
top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: Base pay plus 50 percent of base pay

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay
Reform.

Entry Instructions: Enter37in the TC field and0in
the Pr field. Enter the appropriate number of hours in the
applicable Week 1/Week 2 fields.

An employee must be coded eligible in the database to

earn this compensation; otherwise, the T&A will reject.

TC 38, Union/Grievance/Appeal
Representation

Thesenhours are monitored through this TC to ensure that | ;saq To Record: Union grievance and appeal related

overtime and premium pay do not exceed $25,000 in a

activities occurring during the employee’s normal work-

single fiscal year as authorized by Customs Officers Paying schedule. Record in the top portion of the T&A.

Reform.

Entry Instructions: Enter37in the TC field and.5in
the Pr field. Enter the appropriate amount of time in the
applicable Week 1/Week 2 fields.

TC 37, Prefix 20, Union/Ongoing LMR Activity
(@ 20%)

Used To Record:Hours of ongoing union labor manage-
ment related activities (in 15-minute increments) occur-
ring during the employee’s regular tour of duty, when the
majority ofhours (more than 4) fall between the hours of
11:00 p.m. and 8:00 a.m. Record in the togipo of the
T&A.
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Applies To: Full-time/Part-time General Schedule
Employees

Full-time/Part-time Federal Wage System Employees
Rate: Hourly base rate of pay

Listed below are the activities applicable to TC 38:

* Grievances

¢ Arbitrations

e Adverse Actions

¢ EEO Complaints

* Other complaints and appellate processes
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See TC’s 35, 36, and 37 for additional transaction codesexceed $25,000 in a single fiscal year as authorized by

used taecord authorized, official time the employee par-

ticipated in other union related representational func-

tions.

Entry Instructions: Enter38in the TC field and the

number of hours the employee participates in or is a wit-
ness for a union related representational function in the

applicable Week 1/Week 2 fields. For additional pay
entitlement, use the appropriate suffix with TC 38.

TC 38, Prefix 05, Union/Grievances/Appeals
Rep. (Representation) (@15%)

Used To Record:Hours of union grievances and appeals
related activities (in 15-minute increments) occurring
during the employee’s regular tour of duty, when the
majority ofhours (more than 4) fall between the hours of

Customs Officers Pay Reform.

Entry Instructions: Enter38in the TC field and.0in
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

TC 38, Prefix 15, Union/Grievances/Appeals
Rep.(Representation) (@ 15%)

Used To Record:Hours union grievances and appeals
related activities (in 15-minute increments) occurring
during the employee’s regular tour of duty, when the
majority ofhours (more than 4) fall between the hours of
3:00 p.m. and 12:00 midnight. Record in the top portion
of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

3:00 p.m. and 12:00 midnight. Record in the top portion Rate: 15% of basic hourly rate

of the T&A.
Applies To: U.S. Customs Service, Customs Officers

Rate: 15% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a

An employee must be coded eligible in the database tosingle fiscal year as authorized by Customs Officers Pay

earn this compensation; otherwise, the T&A will reject.

This TC/prefix combination is used to properly record

Reform.
Entry Instructions: Enter38in the TC field and.5in

salary costs that are split between the S&E and coBrathe F_’r field. Enter the appro_priate amount of time in the
appropriation. These hours are monitored through this @PPlicable Week 1/Week 2 fields.

TC to ensure that overtime and premium pay do not

exceed $25,000 in a single fiscal year as authorized b
Customs Officers Pay Reform.

Entry Instructions: Enter38in the TC field and5 in

TC 38, Prefix 20, Union/Grievances/Appeals

yRep. (Representation) (@ 20%)

Used To Record:Hours of union grievances and appeals
related activities (in 15-minute increments) occurring

the Pr field. Enter the appropriate amount of time to be during the employee’s regular tour of duty, when the

paid in the applicable Week 1/Week 2 fields.

TC 38, Prefix 10, Union/Grievances/Appeals
Rep. (Representation) (@ 20%)

Used To Record:Hours of union grievances and appeals
related activities (in 15-minute increments) occurring
during the employee’s regular tour of duty, when the
majority ofhours (more than 4) fall between the hours of
11:00 p.m. and 8:00 a.m. Record in the topipo of the
T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

An employee must be coded eligible in the database to

earn this compensation; otherwise, the T&A will reject.

This TC/prefix combination is used to properly record

majority ofhours (more than 4) fall between the hours of
11:00 p.mand 8:00 a.m. Record in the top portion of the
T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay
Reform.

Entry Instructions: Enter38in the TC field an®0in
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

TC 38, Prefix 50, Union/Grievances/Appeals

salary costs that are split between the S&E and COBRARep. (Representation)
appropriation. These hours are monitored through this Used To Record:Hours of union grievance and appeals
TC to ensure that overtime and premium pay do not related activities occurring orregularly scheduled non-
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overtime Sunday that is not a holiday that is applicable TC 40, Home Leave Earned
for Sunday differential. Record in the top portion of the

TRA Used To Record:The number of days of home leave

earned during service abroad that is to be credited as

Applies To: U.S. Customs Service, Customs Officers hours to the employee’s home leave account. Record in
only the bottom portion of the T&A.

An employee must be coded eligible in the database toEXCception: Wage Marine Employees

earn this compensation, otherwise the T&A will reject. pota- Base rate

Thesehours are monitored through this TC to ensure that o me |eave is earned by eligible employees for service
overtime and premium pay do not exceed $25,000 in agphroad. Service abroad is defined as service by an
single fiscalyear, as authorized by Customs Officers Pay employee at a post of duty outside the United States and
Reform. outside the employee’s place of residence if the place of

Entry Instructions: Enter38in the TC field and0 in reS|d_encef|E°,hthzc'?n&rré?n¥veal_}_?] of Puertodilcopwlsa .
the Pr field. Enter the appropriate humber of hours in the session ot the United States. 1he accrued home ieave 1S

- . used for vacation in the United States, the Common-
applicable Week 1/Week 2 fields. wealth of Puerto Rico, or in possessions of the United

States.
TC 39, Shore Leave Earned

_ i Depending upon the requirements, type of assignment,
Used To Record:Hours of shore leave earned during 4nq nercent of differential entitlements atpiost of duty,

extended voyage(s) that is to be credited to the,me jeave is earned at the rate of 5, 10, or 15 days for
employee’s shore leave account. Record in the bottomeach 12 months of service abroad.

portion of the T&A.

) When achange in the employee’s home leave earning sta-
Applies To: Department of Commerce General Schedule ;g changes during the month of service abroad, the
and Federal Wage System Employees Only agency should credit the employee with the amount of
home leave for the month at the rate the employee was
entitled to before the change was made. This may occur
when:

Exception: Intermittent Employees and Temporary
Employees With An Appointment Limitation of Less
Than 90 Days

* An employee moves between different home leave

Employees regularly assigned extended duties aboard earning rates during the month of service abroad
oceangoing vessels are entitled to earn shore leave in

addition toannual and sick leave accruals. Shore leave is®
accumulated, without limitation, at the rate of 1 day for
each 1xalendar days on one or more extended voyages.

An extended voyage must be for 7 or more calendar dayssee TC 69 for instructions on home leave taken.
in duration.

A change in the differential occurs during a month of
service abroad and results in a different home leave
earning rate

) Entry Instructions: Enter40 in the TC field and the
may be transferred only if the employee does not have gncrements that are to be credited to the employee’s
break in service and is assigned to another agency whergccount in the applicable Week 1/Week 2 fields. The
shoreleave may be earned. Shore leave is forfeited (is nOtentry should reflect the appropriate number of hours

paid inlump-sum) upon separation or upon assignment t0 gquivalent to the number of days earned.
a position where employees do not earn shore leave.

See TC 59 for instructions on shore leave used. {SL?)l) Premium Pay on an Annual Basis

Used To Record:The hours of standby time or adminis-
tratively uncontrollable overtime (AUO) which were
actually worked. Record in the top portion of the T&A.
Note: TC 41 is used for tracking AUO and availability
pay only for Small Business Administration and for
Departments of Justice, Commerce, and Treasury
employees.

Entry Instructions: Enter39 in the TC field and the
number of hours earned (in 8 hour increments) in the
applicable Week 1/Week 2 fields. Record TC 39 in the
leave section also. If your worksheet does not have a
shore leave field in the leave section, you may record
shore leave in the Remarks Section.
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Does Not Apply To: Employees entitled to Customs
Officers Pay Reform

Rate: For AUO, the rate is one half of the regular FLSA
rate, ifFLSA nonexempt; for availability pay, there is no
applicable FLSA overtime
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Entitlement tgpost differential must be established in the
database by processing a personnel action. Payment for
post differential begins and ends based on the data fur-
nished orthe T&A. Payment for post differential will be
charged against the same accounting data used for regu-
lar time.

Entry Instructions: Record the hours in pay status in the

An employee must be coded in the database by procestSual manner with the appropriate TC's. Erit@r

sing a personnel action to earn standby/AUO; otherwise

the T&A will reject.

'in the TC field and the number of hours in the applicable

Week 1/Week 2 fields in the bottom portion of the T&A

The AUOL, 2, and % fields must be coded with the sched-Only in the pay period the differential is to begin. The

uled hours and percentage rate to begin AUO.

Entry Instructions: Enter41 in the TC field and the
hours of standby/AUO work performed in the applicable
Week 1/Week 2 fields.

TC 45, Cost of Living Allowance

Used To Record:Cost of living allowance (COLA) pay-
ments. Record in the bottom portion of the T&A.

Applies To: General Schedule Employees

A cost-of-living allowance is a special pay entitlement

hours recorded using TC 46 can only be equal to or less
thanthe total base pay hours recorded for the pay period.
Furthermore, a combination of TC 45 and TC 46 cannot

exceed 45 hours per week. Payment will automatically

continue until TC 48 is entered to discontinue the pay-

ments or until a personnel action is processed to cancel
eligibility.

Enter the effective date that the employee arrives at the
designated duty station in the Remarks section.

TC 47, Stop Cost of Living Allowance

for an employee whose duty station is in a high cost-of- Used To Record:Discontinuance of COLA payments.
living area (i.e., Alaska, Hawaii, U.S. possessions, and Record in the bottom portion of the T&A.

Panama). Entitlement to a cost-of-living allowance must
be established in the database by processing a personn

épplies To: General Schedule Employees

action. Payment of the allowance begins and ends, basegtry nstructions: To permanently discontinue COLA

on the data furnished on the T&A. Payment for COLA

payments, complete the T&A in the usual manner during

will be charged against the same accounting data used fokhe pay period in which the payment is to be discontin-

regular time.

Entry Instructions: Record the hours in pay status in the
usual manner with the appropriate TC'’s. Edtgin the

TC field and the number of hours in the applicable Week

1/Week 2 fields in the bottom portion of the T&Aly in

the pay period the COLA begins. The hours recorded
using TC 4%an only be equal to or less than the total base
pay hours recorded for the pay period. Furthermore, a

combination of TC 4%nd TC 46 cannot exceed 45 hours
per week. Payment will automatically continue until TC

ued. Dtal all regular time hours from the beginning of the
pay period through the last day the employee was eligible
to receive the allowance. Entf in the TC field and the
number of hours for which the employee is entitled to
COLA inthe Week 1/Week 2 fields in the bottom portion
of the T&A designated for other time. The total hours
enteredusing TC 47 cannot exceed the employee’s regu-
larly scheduled tour of duty hours.

To temporarily discontinue COLA payments, the
employee must have received payment for allowances

47 is entered to discontinue the payments or until & per-,, the entire pay period prior to the pay period being

sonnel action is processed to cancel eligibility.

reported. Complete the T&A in the usual manner. Enter

Enter the effective date that the employee arrives at the?/ in the TC field and) (zero) in the Week 1/Week 2

designated duty station in the Remarks section.

TC 46, Post Differential

Used To Record:Post differential payments. Record in
the bottom portion of the T&A.

Applies To: General Schedule Employees

fields in the bottom portion of the T&A which is desig-
nated for other time. Use TC 45 to resume COLA pay-
ments on subsequent T&A, if applicable.

Enter the effective date that the employee departs from
the designated duty station in the Recording Remarks
section.

Do not process a corrected T&A to retroactively discon-

Post differential is a special pay entitlement provided an tinue COLA. The personnel office should submit Form
employee who is assigned to a designated duty stationAD—-343, Payroll Action Request.
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TC 48, Stop Post Differential

Used To Record:Discontinuance of post differential
payments. Record in the bottom portion of the T&A.

Applies To: General Schedule Employees.

Entry Instructions: To permanently discontinue post
differential payments, complete the T&A in the usual
manner during the pay period in which the payment is to
be discontinued. Total all regular time hours from the
beginning of the pay period through the last day the
employeawvas eligible to receive the allowance. Erdt@r

in the TC field and the number of hours for which the
employee i€ntitled to post differential in the bottom por-
tion of the T&A, which is designated for other time. The

total hours entered using TC 48 cannot exceed the

employee’s regularly scheduled tour of duty hours.

To temporarily discontinue post differential payments,
the employee must have received payment for allow-
ances for the entire pay period prior to the pay period
being reported. Complete the T&A in the usual manner.
Enter48 TC field and0 (zero) in Week 1 and Week 2
fields in the bottom portion of the T&A, which is desig-

nated for other time. Use TC 46 to resume post differen-

tial payments on subsequent T&A, if applicable.

Do not process a corrected T&A to retroactively discon-
tinue post differential payments. The personnel office
should submit Form AD-343, Payroll Action Request.

Payroll/Personnel Manual
Time And Attendance Procedures
Time And Attendance Instructions

Week 1/Week 2 fields. Do not complete the Pr and Suffix
fields.

Example:  The total allowance amount is $99.99.

Enter 9999 in the Week 1 field.

O If the total allowance is more than $99.99, enter the
remaining amount in the Week 2 field.

O If the total amount exceeds $199.98, go to the next
line.

TC 49, Suffix 3, Quarters Allowance Not
Taxable

Used To Record:The number of days for which the
employee is being reimbursed for housing costs. This
allowance is not taxable and will not be reported on the
employee’s W-2. Record in the top portion of the T&A.

Applies To: Employees assigned in a foreign area where
Government quarters are not provided.

Rate: The daily rate entered in PRES.

Entry Instructions: Quarters allowance may be
reportedoer day or per pay period. To record daily quar-
tersallowance, entet9in the TC fieldand3 in the Suffix
field. Enter the number of days for which the employee is
being reimbursed for housing costs in the applicable
Week 1/Week 2 fields. Do not complete the Pr field.

To authorize the payment of quarters allowance on a pay
period basis, the personnel office must enter the data in
PRES. Do not enter the quarters allowance information

Enter the effective date that the employee departs fromgp, the T&A. The transaction code will be generated on

the designated duty station in the Remarks section.

Note: An employee is ineligible to receive post differen-
tial when on leave outside the post differential area.

TC 49, Remote Worksite Allowance

Used To Record:Monetary amount of additional pay

the Statement of Earnings and Leave.

The maximum number of days that may be recorded in
one pay period is 14. The entire 14 days may be entered in
eitherthe Week 1 or \&ek 2 field, or they may be divided
and entered in both fields. Process a corrected T&A to
record days from a prior pay period.

entitement for employees assigned duties in remoteTC 49, Suffix 4, Quarters Allowance Taxable

worksites. Record in the top portion of the T&A.

Applies To: Full-time/Part-time General Schedule
Employees.

Full-time/Part-time Federal Wage Employees.

An employee may be entitled to an additional allowance

Used To Record: The number of days an employee
incurshousing cost expenditures while assigned duties in
a foreign area whenever free Government quarters are
not provided. This allowance is taxable and will be
reported on the employee’s W-2. Record in the top por-
tion of the T&A.

in pay when assigned to duty at a site so remote from aMapplies To: Employees assigned in a foreign area.

establishe¢ommunity that it causes a degree of expense,

hardship, and/or inconvenience in commuting to and
from his/her residence and worksite. Before using this
TC you should check with your personnel office to ensure
that the employee’s entitlement to remote worksite
allowance has been established in the database.

Entry Instructions: Enter49 in the TC field and the
allowanceamount indollars and centsin the applicable
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Rate: The daily rate entered in PRES.

Entry Instructions: Quarters allowance may be
reported per day or per pay period. To record daily quar-
tersallowance, ente49 in the TC field andl in the Suffix
field. Enter the number of days for which the employee is
being reimbursed for housing costs in the applicable
Week 1/Week 2 fields.
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To authorize the payment of quarters allowance on a payA full-time employee on a flexible schedule may accu-
period basis, the personnel office must enter the data inmulate up to 24 hours of credit hours which may be car-
PRES. Do not enter the quarters allowance informationried over from one biweekly pay period to the next. A
on the T&A. The transaction code will be generated on part-timeemployee is limited to a pro rata basis and may
the Statement of Earnings and Leave. carry over an amount equal to 1/4 of the biweekly work

. . requirement.
The maximum number of days that may be recorded in

one pay period is 14. The entire 14 days may be entered if-x@mple: A part-time employee who is scheduled to
eitherthe Week 1 or Week 2 field or they may be divided work 40 hours per pay period could accu-
and entered in both fields. Do not complete the Pr field. mulate anaximum of 10 credit hours (1/4
Process aorrected T&A to record days from a prior pay x 40 = 10).

period. Disposition of Credit Hours

TC 49, Suffix 9, Danger Pay Allowance Use TC 29, Credit Hours Worked, to record the hours of

credit hours earned.
Used To Record:Hours of entittement to danger pay

allowance. Record in the top portion of the T&A. When an employee is no longer entitled to earn credit

hours the balance must be paid at the current rate of pay.
Applies To: Employees serving at a post where civil Provide the servicing personnel office with a certified
insurrection, civil war, or warlike conditions exist. copy of the final T&A with the following information so
that an AD-343 can be prepared for payment:

e The number of credit hours to be paid

Danger pay is usually linked to conditions where there ¢ The T&A coded final or showing the reason of liquida-
has been an authorized departure or evacuation of depen- tion
dents and nonessential personnel. It is available to, Tne accounting that is to be charged

employees inemporary detail for 1 full day or longer and The credit hour balances are not recorded in the Leave

cannot exceed 25 percent of the basic salary. A temporary’ ™~ . L
detail is defined as 4 consecutive hours of work. section of the worksheet. You may maintain a record of

the leave accruals and uses in the Remarks section of the
Entry Instructions: Enterl5, 20, or25 (percentage rate ~ T&A.
of basic pay) in the Prfield9in the TC field, an@inthe  Engry Instructions: Enter50 in the TC field and the
Suffix field. Enter the number of hours in the applicable ymper of credit hours in the applicable Week 1/Week 2
Week 1/Week 2 fields. A maximum of 80 hours is fie|ds. Credit hours can be charged in multiples of 1/4
allowed in one pay period. hours with clearance from the Director of Personnel.
TC 50, Credit Hours Credit hours used cannot exceed credit hours earned.

Rate: 15, 20, or 25 percent of basic pay.

Note: Night differential is applied to all hours within the
night differential period for paid absence for holidays,
military, and official leave, regardless of the number of
hours taken. (Credit hours taken are not considered paid
Applies To: Full-time/Part-time General Schedule leave because these hours are a substitution for hours

Used To Record:Credit hours used that were earned and
recorded using TC 29. See TC 29 for more information.
Record in the top portion of the T&A.

Employees (excluding SES employees) worked. Therefore, night differential mot reduced if an
employee uses 8 or more credit hours during a pay
Full-time/Part-time Federal Wage Employees. period.) Night differential is applied when less than

8 hours of paid leave is used. Night differential is not
applied when paitkave used is 8 or more hours within a
pay period.

Employees under variable workday or workweek sched-
ules are allowed to work additional hours in excess of
their normal tour of duty so as to vary the length of the

differential.

In order to use credit hours, the employee’s T&A must be
coded 7 or 8 ithe AWS field. See Recording Employee
Data section for instructions. If the T&A is not coded or
an insufficient balance exists and the

An employee allowed to work credit hours under a flex-
ible work schedule is entitled to night differential only to
the extent to which he/she must work at night in order to
fulfill his/her basic work requirement.

T&A reflects credit hours used, the T&A will reject. The ] ]

hours used will be charged to TC 61, Annual Leave. If TC 51, Suffix 1, Uniform Allowance — Taxable
annualeave is not available, the hours will be charged to Used To Record:The monetary amount provided as an
TC 71, Leave Without Pay. allowance to compensate an employee for buying work
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uniforms. This allowance is taxable and will be reported To record separate maintenance allowance per pay
on the employee’s W—-2. Record in the top portion of the period, the personnel office must enter the data in PRES.

T&A. Do not enter the separate maintenance allowance on the
] T&A. The transaction code will be generated on the
Applies To: All employees Statement of Earnings and Leave.

Uniform allowance may be recorded in PRES or on the TC 51, Shift Suffix 3, Separate Maintenance
T&A. Caution: Duplicate payment could result if uni- Allowance — Taxable
form allowance is recorded on the T&A and entered in Used To Record:The number of days for which the

PRES. Before entering uniform allowance on the T&A, employee is being reimbursed for housing costs. This

x:'gyﬁﬁzzt it has not been entered in PRES by the PEISON-llowance is taxable and will be reported on the

employee’s W-2. Record in the top portion of the T&A.

Entry Instructions: Enter51in the TC field and in the
Suffix field. Enter the monetary amountdollars and
centsin the applicable Week 1/Week 2 fields.

Applies To: Employees assigned in a foreign area where
Government quarters are not provided

) Rate: The daily rate entered in PRES
An amount up to $99.99 may be entered in the Week 1
fields. Separate Maintenance Allowance is used (1) to assist an

employee who is compelled by reason of dangerous,
Example:  The total allowance amount is $99.99; notably unhealthful, or excessivelyverse living condi-

enter9999in the Week 1 field. tions at the post of assignment in a foreign area, or (2) for
If the total allowance is more than $99.99, enter the the convenience of the Government, to meet the addi-
remaining amount in the Week 2 field. tional expense of maintaining family members elsewhere

than at such post.

If the total amount exceeds $199.98, go to the next line. . .
Entry Instructions: Separate maintenance allowance

_ ) may be reported per day per pay period. To record
Xﬁ: 51, S“ff'XNZ' S_(Ie_par%tle Maintenance daily maintenance allowancenter51 in the TC field and
owance —Non faxable 3 in the Suffix field. Enter the number of days being

Used To Record: The number of days for which the recorded in the applicable Week 1/Week 2 fields.

employee ?S being reimbursed' for housing costs. ThisThe maximum number of days that may be recorded in
allowance is tax exempt a_nd will not be_reported onthe oo pay period is 14. A total of 14 days may be entered in
employee’s W-2. Record in the top portion of the T&A. - giiarthe Week 1 or Week 2 fields or the 14 days may be
divided and entered in both fields. Process a corrected

Applies To: Employees assigned in a foreign area where
PP oy - d T&A to record days from a prior pay period.

Government quarters are not provided

To record separate maintenance allowance per pay
period, the personnel office must enter the data in PRES.

Separate Maintenance Allowance is used (1) to assist arP0 hot enter the separate maintenance allowance on the
employee who is compelled by reason of dangerous, | &A. The transaction code will be generated on the
notably unhealthful, or excessivedgverse living condi- ~ Statement of Earnings and Leave.

tions at the post of assignment in a foreign area, or (2) for

the convenience of the Government, to meet the addi-TC 51, Suffix 8, Uniform Allowance —

tional expense of maintaining family members elsewhere Tax Exempt

than at such post. Used To Record:Themonetary amount provided as an

allowance to compensate an employee for buying work
uniforms. This allowance is tax exempt and will not be

daily separate maintenance allowance, esien the TC [%?]Ogﬁcet?]gq_g]: employee’s W-2. Record in the top por-
field and2 in the Suffix field. Enter the number of days '
being recorded in the applicable Week 1/Week 2 fields. Applies To: All employees

Rate: The daily rate entered in PRES

Entry Instructions: Separate maintenance allowance
may be reported per day per pay period. To record

The maximum number of days that may be recorded in Uniform allowance may be recorded in PRES or on the
one pay period is 14. A total of 14 days may be entered inT&A. Caution: Duplicate payment could result if uni-
eitherthe Week 1 or \&ek 2 fields or they may be divided form allowance is recorded on the T&A and entered in
and entered in both fields. Process a corrected T&A to PRES. Before entering uniform allowance on the T&A,
record days from a prior pay period. verify that it has not been entered in PRES by the person-
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nel office. Uniform allowances may be charged to the TC 60, Compensatory Time Used — Religious
current year and one prior year appropriation during any Observance

pay period. Used To Record:Hours of absence for religious obser-

Entry Instructions: Enter51in the TC field and® in the vance without a loss of pay. Record in the top portion of
Suffix field. Enter the monetary amountdollars and the T&A.
centsin the applicable Week 1/Week 2 fields. Applies To: Full-time/Part-time Employees
An amount up to $99.99 may be entered in the Week 14y nensatorgime off may be accumulated or advanced
field. for religious observance. However, any advanced time
Example:  The total allowance amount is $99.99; 9granted should be repaid by compensatory overtime
enterg999in the Week 1 field. worked by the end of the leave year in which the
O If the total allowance is more than $99.99, enter the advanced time off was taken. The agency may extend or
. ; : R shorten the time allowed to repay the advanced time off.
remaining amount in the Week 2 field. The Compensatory Time for Religious Observance
O If the total amount exceeds $199.98, go to the next Report isgenerated to provide supervisors an aid in mon-

line. itoring outstanding compensatory time balances to
assureepayment is made in accordance with established
TC 59, Shore Leave agency po"cies_

Used To Record:Hours of shore leave used. Record in

t ti ing T ill t
the top portion of the T&A. Compensatory time advanced using TC 60 will create a

minus balance that will be reduced by compensatory
and Federal Wage System Employees 77, Compensatory Time Worked Religious Observance.
Note inthe Remarks section if the entry creates a negative

Employees who are regularly assigned extended dutieshalance for compensatory time for religious observance.
aboard oceangoing vessels are entitled to earn shore

leave inaddition to annual and sick leave accruals. Shore Note: Night differential is applied to all hours within the
leave is accumulated, without limitation, at the rate of Night differential period for paid absence for holidays,
1 day for each 15 calendar days or one or more extendednilitary, official leave, and compensatory time used for
voyages. An extended voyage must be for 7 or more cal-religious observance, regardless of the number of hours
endar days in duration. taken.

If the employee is transferred to another agency or posi-Entry Instructions: Enter60 in the TC field and the
tion, the shore leave balance may be transferred only iffumber ofhours of compensatory time used for religious
the employee does not have a break in service and i®bservance (1/4 hour increments) in the applicable Week
assigned to another agency where shore leave may pd/Week 2 fields. Ente in the Suffix field to record com-

earned. Shore leave is forfeited (is not paid in pensatory time used for religious observance with night
differential.

lump sum) upon separation or upon assignment to a posi-

tion where employees do not earn shore leave. TC 60, Prefix 05, Comp Time Used — Rel.

Entry Instructions: Enter59 in the TC field and the Obsrvne. @ 15%

hours of paid absence for shore leave taken (minimum isUsed To Record:Hours of absence for religious obser-

8 hours/1 day) in the applicable Week 1/ Week 2 fields. vance for which the employee is entitled to night differ-
Shoreleave taken is recorded in 8 hour increments. Shoreential, when the majority of the tour of duty hours (more
leave used cannot exceed the shore leave balance. than 4)fall between the hours of 3:00 p.m. and 12:00 mid-

. : - . - night. Record in the top portion of the T&A.
Note: Night differential is applied to all hours within the g PP

night differential period for paid absence for holidays, Applies To: U.S. Customs Service, Customs Officers
military, and official leave, regardless of the number of only

hourstaken. Night differential is applied when less than 8

hours of paid leave is used. Night differential is not Rate: Base pay plus 15% of base pay

applied when paid leave is 8 or more hours within a pay aAn employee must be coded eligible in the database to
period. earn this compensation; otherwise, the T&A will reject.

Enter2 in the Suffix field to record shore leave with night This TClprefix combination is used to properly record

differential. salary costs that are split between the S&E and COBRA
appropriation. These hours are monitored through this
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TC to ensure that overtime and premium pay do not Entry Instructions: Enter60 in the TC field and.5in
exceed $25,000 in a single fiscal year as authorized bythe Pr field. Enter the appropriate amount of time to be
Customs Officers Pay Reform. paid in the applicable Week 1/Week 2 fields.

Entry Instructions : Enter60in the TC field an®5in the TC 60, Prefix 20, Comp Time Used —
Pr field. Enter the appropriate amount of time to be paid Rel. Obsrvnc. @ 20%

in the applicable Week 1/Week 2 fields.
PP Used To Record:Hours of absence for religious obser-

. . vance for which the employee is entitled to night differ-
TC 60, Prefix 10, Comp Time Used — Rel. ential, when the majority of the tour of duty hours (more
Obsrvne. @ 20% than 4)fall between the hours of 11:00 p.m. and 8:00 a.m.

Used To Record:Hours of absence for religious obser- Record in the top portion of the T&A.

vance for which the employee is entitled to night differ- Applies To: U.S. Customs Service, Customs Officers
ential, when the majority of the tour of duty hours (more only

than 4)fall between the hours of 11:00 p.m. and 8:00 a.m.

Record in the top portion of the T&A. Rate: Base pay plus 20% of base pay

An employee must be coded eligible in the database to

Applies To: U.S. i ffi X . ; S
pplies To: U.S. Customs Service, Customs Officers earn this compensation; otherwise, the T&A will reject.

only

. . Thesehours are monitored through this TC to ensure that
Rate: Base pay plus 20% of base pay overtime and premium pay do not exceed $25,000 in a

single fiscal year as authorized by Customs Officers Pa
An employee must be coded eligible in the database tORe?orm. y y y

earn this compensation; otherwise, the T&A will reject.

Entry Instructions: Enter60in the TC field an®0in
This TC/prefix combination is used to properly record the Pr field. Enter the appropriate amount of time to be
salary costs that are split between the S&E and COBRApaid in the applicable Week 1/Week 2 fields.
appropriation. These hours are monitored through this ] ]
TC to ensure that overtime and premium pay do not 1C 60, Prefix 50, Cc())mp Time Used —
exceed $25,000 in a single fiscal year as authorized byRel' Obsrvnc. @ 50%

Customs Officers Pay Reform. Used To Record:Hours of absence for religious obser-

) . . ] vance for which the employee is entitled to Sunday dif-
Entry Instructions: Enter60in the TC field and.0in ferential. Record in the top portion of the T&A.

the Pr field. Enter the appropriate amount of time to be

paid in the applicable Week 1/Week 2 fields. Applies To: U.S. Customs Service, Customs Officers
only
TC 60, Prefix 15, Comp Time Used — Rel. Rate: Base pay plus 50% of base pay

Obsrvnc. @ 15%

An employee must be coded eligible in the database to
Used To Record:Hours of absence for religious obser- earn this compensation; otherwise, the T&A will reject.
vance for which the employee is entitled to night differ- . i
ential, when the majority of the tour of duty hours (more Thesehours are monitored through this TC to ensure that
than 4)fall between the hours of 3:00 p.m. and 12:00 mid- Overtime and premium pay do not exceed $25,000 in a
night. Record in the top portion of the T&A. ;mgle fiscal year as authorized by Customs Officers Pay

eform.

Applies To: U.S. Customs Service, Customs Officers

only Entry Instructions: Enter60in the TC field and0in

the Pr field. Enter the appropriate amount of time to be

Rate: Base pay plus 15% of base pay paid in the applicable Week1/Week 2 fields.

An employee must be coded eligible in the database to! C 61, Annual Leave

earn this compensation; otherwise, the T&A will reject. ysed To Record:Hours of annual leave used that are to

) , be charged against the employee’s accrued annual leave
Thesehours are monitored through this TC to ensure that o 1ance. Record in the top portion of the T&A.

overtime and premium pay do not exceed $25,000 in a
single fiscal year as authorized by Customs Officers PayApplies To: Full-time/Part-time General Schedule
Reform. Employees
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TC 61, Prefix 10, Annual Leave (W/Night Diff @
20%)
Used To Record:Hours of annual leave used for which

the employee is entitled to night differential, when the
majority of the tour of duty hours (more than 4) fall

Eligible employees may use annual leave for such thingspetween the hours of 11:00 p.m. 8:00 a.m. Record in the

as vacation time, personal time off, or egagicies. Refer
to Federal regulations regarding employee eligibility to

top portion of the T&A.

earn and use leave. The use of annual leave should bépplies To: U.S. Customs Service, Customs Officers
requested by the employee and approved by the supervionly

SOor.

Entry Instructions: Enter61 in the TC field and the
hours ofannual leave used (multiples of 1/4 hours) in the
applicable Week 1/Week 2 fields. Enfein the Suffix
field to record annual leave with night differential or the
appropriate FWS shift suffix.

Complete the Advance Leave Code (AL) field if the

annual leave is approved for use in advance of earning.

Note: Night differential is applied to all hours within the
night differential period for paid absence for holidays,
military, and official leave, regardless of the number of
hours taken. Night differential is applied when less than
8 hours of paid leave is used. Night differential is not
applied when paiteave used is 8 or more hours within a
pay period.

TC 61, Prefix 05, Annual Leave (W/ Night Diff @
15%)

Used To Record:Hours of annual leave used for which
the employee is entitled to night differential, when the
majority of the tour of duty hours (more than 4) fall
between the hours of 3:00 p.m. and 12:00 midnight.
Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 15% of basic hourly rate

Rate: 20% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

This TC/prefix combination is used to properly record
salary costs that are split between the S&E and COBRA
appropriation. These hours are monitored through this
TC to ensure that overtime and premium pay do not
exceed $25,000 in a single fiscal year as authorized by
Customs Officers Pay Reform.

Entry Instructions: Enter6lin the TC field and.Oin
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

TC 61, Prefix 15, Annual Leave (W/Night Diff @
15%)

Used To Record:Hours of annual leave used for which
the employee is entitled to night differential, when the
majority of the tour of duty hours (more than 4) fall
between the hours of 3:00 p.m. and 12:00 midnight.
Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 15% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay
Reform.

An employee must be coded eligible in the database toEntry Instructions: Enter61in the TC field and.5in

earn this compensation; otherwise, the T&A will reject.

This TC/prefix combination is used to properly record

the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

salary costs that are split between the S&E and COBRATC 61, Prefix 20, Annual Leave (W/Night Diff @
appropriation. These hours are monitored through this 20%)

TC to ensure that overtime and premium pay do not
exceed $25,000 in a single fiscal year as authorized by

Customs Officers Pay Reform.

Entry Instructions: Enter6lin the TC field and5 in

Used To Record:Hours of annual leave occurring on a
regularly scheduled assignment, when the majority of
hours (more than 4) fall between the hours of 11:00 p.m.
and 8:00 a.m. Record in the top portion of the T&A.

the Pr field. Enter the appropriate amount of time to be Applies To: U.S. Customs Service, Customs Officers

paid in the applicable Week 1/Week 2 fields.

only
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Rate: 20% of basic hourly rate Complete the Advance Leave Cddd.) field if the sick

o leave is approved for use in advance of earning.
An employee must be coded eligible in the database to

earn this compensation; otherwise, the T&A will reject. Note: Night differential is applied to all hours within the
night differential period for paid absence for holidays,
Thesehours are monitored through this TC to ensure that mijlitary, and official leave, regardless of the number of
overtime and premium pay do not exceed $25,000 in ahourstaken. Night differential is applied when less than 8
single fiscalyear, as authorized by Customs Officers Pay hours of paid leave is used. Night differential is not
Reform. applied when paitkave used is 8 or more hours within a

iod.
Entry Instructions: Enter61in the TC field an®0 in pay perio

the Pr field. Enter the appropriate amount of time to be i , ) )

paid in the applicable Week 1/Week 2 fields. Ig%?)z' Prefix 05, Sick Leave (W/Night Diff @

TC 61, Prefix 50, Annual Leave (W/Sunday Diff Used To Rgcor_d:Hours_of sic_k Ieave_ used for which_the

@ 50%) gmployee intitled to night differential when the major-
ity of the tour of duty hours (more than 4) fall between the

Used To Record:Hours of annual leave used for which hours 0f3:00 p.m. and 12:00 midnight. Record in the top

the employee is entitled to Sunday differential. Record in portion of the T&A.

the top portion of the T&A. i i !
Applies To: U.S. Customs Service, Customs Officers

Applies To: U.S. Customs Service, Customs Officers only

only Rate: 15% of basic hourly rate

Rate: Base pay plus 50 percent of base pay An employee must be coded eligible in the database to

An employee must be coded eligible in the database toa™M this compensation; otherwise, the T&A will reject.

earn this compensation; otherwise, the T&A will reject. Tpis TClprefix combination is used to properly record
salary costs that are split between the S&E and COBRA
appropriation. These hours are monitored through this
TC to ensure that overtime and premium pay do not
exceed $25,000 in a single fiscal year as authorized by
Customs Officers Pay Reform.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay
Reform.

Entry Instructions: Enter6lin the TC field and0in
the Pr field. Enter the appropriate number of hours in the
applicable Week 1/Week 2 fields.

Entry Instructions: Enter62in the TC field and5 in
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

TC 62, Sick Leave TC 62, Prefix 10, Sick Leave (W/Night Diff @

0,
Used To Record:Hours of sick leave used that are to be 20%)
charged against the employee’s accrued sick leave balUsed To Record:Hours of sick leave used for which the
ance. Record in the top portion of the T&A. employee i#ntitled to night differential, when the major-
ity of hours (more than 4) fall between the hourslof@

Applies To: Full-time/Part-time General Schedule pm. and 8:00 a.m. Record in the top portion of the T&A.
Employees

Applies To: U.S. Customs Service, Customs Officers
Full-time/Part-time Wage System Employees only

Exception: Smithsonian Institution (Trust) Employees Rate: 20% of basic hourly rate

Woodrow Wilson International Center for Scholars An employee must be coded eligible in the database to
(Trust) Employees earn this compensation; otherwise, the T&A will reject.

Reading Is Fundamental Employees This TC/prefix combination is used to properly record

salary costs that are split between the S&E and COBRA
Entry Instructions: Enter62 in the TC field and the  appropriation. These hours are monitored through this
hours ofsick leave used in the applicable Week 1/Week 2 TC to ensure that overtime and premium pay do not
fields. Enter2 in the Suffix field to record sick leave with  exceed $25,000 in a single fiscal year as authorized by
night differential or the appropriate FWS shift suffix. Customs Officers Pay Reform.
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Entry Instructions: Enter62in the TC field and.0in Applies To: U.S. Customs Service, Customs Officers
the Pr field. Enter the appropriate amount of time to be only

id in th licable Week 1/Week 2 fields.
paidin the applicable Wee ee 1e1as Rate: Base pay plus 50 percent of base pay

TC 62, Prefix 15, Sick Leave (W/Night Diff @ An employee must be coded eligible in the database to
15%) earn this compensation; otherwise, the T&A will reject.

Used To Record:Hours of sick leave used for which the These hours are monitored to ensure that overtime and
employee igntitled to night differential when the major-  premium pay do not exceed $25,000 in a single fiscal

ity of hours (more than 4) fall between the hours of 3:00 year, as authorized by Customs Officers Pay Reform.

p.m.and 12:00 midnight. Record in the top portion of the . ) i )
T&A. Entry Instructions: Enter62in the TC field an®0in

the Pr field. Enter the appropriate number of hours in the
Applies To: U.S. Customs Service, Customs Officers applicable Week 1/Week 2 fields.
only

TC 62, Prefix 62, Federal Employees Family
Friendly Leave Act

An employee must be coded eligible in the database t0ygeq To Record:Hours of sick leave used to care for a
earn this compensation; otherwise, the T&A will reject. family member or for bereavement purposes, based on
Thesehours are monitored through this TC to ensure that the Federal Employees Family Friendly Leave Act (FEF-

overtime and premium pay do not exceed $25,000 in aFLA)- Record in the top portion of the T&A.
single fiscalyear, as authorized by Customs Officers Pay Applies To: Full-time/Part-time Employees
Reform.

Rate: 15% of basic hourly rate

) _ _ ) Does Not Apply To: Employees entitled to Customs
Entry Instructions: Enter62in the TC field and.5in Officers Pay Reform

the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields. Based orihe FEFFLA, this TC is used to record the hours

of sick leave used to (1) provide care for a family member
: . . . as a result of physical or mental iliness; injury; preg-
;82)2’ Prefix 20, Sick Leave (W/Night Diff @ nancy;childbirth; or medical, dental, or optical examina-
_ . tion or treatment; or (2) make arrangements necessitated
Used To Record:Hours of sick leave used for which the by the death of a family member or attend the funeral of a
employee ientitled to night differential, when the major-  family member.

ity of hours (more than 4) fall between the hourslofQ

p.m. and 8:00 a.m. Record in the top portion of the T&A. All covered full-time employees are able to use up to
40 hours (5 workdays) of sick leave each year for the

Applies To: U.S. Customs Service, Customs Officers conditions cited above. A covered full-time employee
only who maintains a balance of at least 80 hours of sick leave
can use an additional 64 hours (8 workdays) of sick leave
per year for these purposes. For those employees who sat-

An employee must be coded eligible in the database toisfy this condition, a maximum of 104 hours of sick Iea\{e

earn this compensation; otherwise, the T&A will reject. (13 workdays) per leave year may be used for family
membeircare and bereavement purposes. For a definition

Thesehours are monitored through this TC to ensure than of “family member,” refer to Public Law 103-388.

overtime and premium pay do not exceed $25,000 in a ) )

single fiscalyear, as authorized by Customs Officers Pay Part-time employees and employees with uncommon

Rate: 20% of basic hourly rate

Reform. tours of duty may use an amount equal to the average
number of hours of work in the employee’s scheduled

Entry Instructions: Enter62in the TC field an®0 in tour ofduty each week. In addition, these employees who

the Pr field. Enter the appropriate amount of time to be maintain a sick leave balance equal to at least twice the

paid in the applicable Week 1/Week 2 fields. average number of hours of work in the employee’s
scheduled tour of duty each week may use an amount

TC 62, Prefix 50, Sick Leave (W/Sunday Diff @ equal to the number of hours of sick leave normally

50%) accrued by the employee during a leave year for these
purposes.

Used To Record:Hours of sick leave used for which the
employee ientitled to Sunday differential. Record in the Caution: The system does not maintain the cumulative
top portion of the T&A. amount used. A record of FEFFLA sick leave used

63



Title | Payroll/Personnel Manual
Chapter 7 Time And Attendance Procedures
Section 1 Time And Attendance Instructions

should be maintained in a separate leave accountrestored annual leave availablete: The number of
(e.g., Remarks) to assure that the employee does nohours entered for TC 63 must not exceed the restored
exceed the maximum allowed per year. leave balance in the database

Entry Instructions: Enter62in the TC field and2 in ]
the Pr field. Enter the number of sick leave hours in the TC 63, Prefix 05, Restored Annual Leave
applicable Week 1/Week 2 fields. Entae appropriate  (W/ Night Diff @ 15%)

suffix code in the Suffix field to record sick leave with  (ysed ToRecord: Hours of restored annual leave used for

any differential or the appropriate FWS shift suffix. whichthe employee is entitled to night differential, when
the majority of hours (more than 4) fall between the hours

TC 63, Restored Annual Leave of 3:00 p.m. and 12:00 midnight. Record in the top por-

Used To Record:Hours of annual leave used that are to tion of the T&A.

be deducted from the employee’s restored annual leave

balance. Record in the top portion of the T&A. Aplplies To: U.S. Customs Service, Customs Officers
only

Applies To: Full-time/Part-time General Schedule i

Employees Rate: 15% of basic hourly rate

Full-time/Part-time Federal Wage System Employees An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Annual leave that was previously forfeited and subse-

quentlyrestored to an employee’s account is documented This TC/prefix combination is used to properly record
by the personne| office on a Form AD-582, Authoriza- Salary costs that are Spllt between the S&E and COBRA
tion for Restored Annual Leave under P.L. 93-181. The appropriation. These hours are monitored through this

personnel office/supervisor must furnish you a copy of TC to ensure that overtime and premium pay do not

the AD-582. exceed $25,000 in a single fiscal year as authorized by
Customs Officers Pay Reform.

Restoredannual leave is not added to the employee’s cur-

rentannual leave balance. It is kept in a separate databasEntry Instructions: Enter63in the TC field and5in

record. It may be entered in the Remarks section of thethe Pr field. Enter the appropriate amount of time to be

T&A. paid in the applicable Week 1/Week 2 fields.

The restored annual leave must be used by the date indi- i
cated on the Form AD-582. The time limit is normally TV?///?/% fl;;rgf?; 10,23;stored Annual Leave

within 2 years of the end of the leave year in which it is (WiNight Diff @ %)

restored. Any restored annual leave not used by the dateJsed ToRecord: Hours of restored annual leave used for
indicated will be forfeited. which the employee is entitled to night differential when

. . the majority of hours (more than 4) fall between the hours
You are responsible for manually controlling the use of of 11:00 p.m. and 8:00 a.m. Record in the top portion of
the restored annual leave to ensure that it is not used aftefj, o T.&A. o | T

the expiration date and is deleted from the T&A when the

expiration date occurs. Applies To: U.S. Customs Service, Customs Officers

Note: Night differential is applied to all hours within the only

night differential period for paid absence for holidays, Rate: 20% of basic hourly rate

military, and official leave, regardless of the number of

hours taken. Night differential is applied when less than An employee must be coded eligible in the database to
8 hours of paid leave is used. Night differential is not earn this compensation; otherwise, the T&A will reject.

applied when paiteave used is 8 or more hours within a . ) L
pay period. This TC/prefix combination is used to properly record

salary costs that are split between the S&E and COBRA
Entry Instructions: Enter63in the TC field and the  appropriation. These hours are monitored through this
hours of restored annual leave used in the applicableTC to ensure that overtime and premium pay do not
Week 1/Week 2 fields. Ent@rin the Suifix field to record exceed $25,000 in a single fiscal year as authorized by
the restored annual leave with night differential or the Customs Officers Pay Reform.

appropriate FWS shift suffix. . ] ] )
Entry Instructions: Enter63in the TC field and.0in

Totalthe hours recorded using TC 63 and enter the total inthe Pr field. Enter the appropriate amount of time to be
the Remarks section. Subtract these hours from thepaid in the applicable Week 1/Week 2 fields.
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TC 63, Prefix 15, Restored Annual Leave Rate: Base pay plus 50 percent of base pay

(W/Night Diff @ 15%)
An employee must be coded eligible in the database to
Used ToRecord: Hours of restored annual leave used for o5rn this compensation; otherwise, the T&A will reject.

which the employee is entitled to night differential when
the majority of hours (more than 4) fall between the hours Thesehours are monitored through this TC to ensure that
of 3:00 p.m. and 12:00 midnight. Record in the top por- overtime and premium pay do not exceed $25,000 in a

tion of the T&A. single fiscalyear, as authorized by Customs Officers Pay
Reform.
Applies To: U.S. Customs Service, Customs Officers
only Entry Instructions: Enter63in the TC field and0 in
1k _ the Pr field. Enter the appropriate number of hours in the
Rate: 15% of basic hourly rate applicable Week 1/Week 2 fields.

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject. TC 64, Compensatory Leave

Thesehours are monitored through this TC to ensure that Used To Record:The hours of compensatory leave used
overtime and premium pay do not exceed $25,000 in athat are to be charged against the employee’s accrued
single fiscalyear, as authorized by Customs Officers Pay compensatory kve balance. Record in the top portion of
Reform. the T&A.

Entry Instructions: Enter63in the TC field and5in Applies To: Full-Time/Part-Time General Schedule
the Pr field. Enter the appropriate amount of time to be Employees and Federal Wage System Employees

paid in the applicable Week 1/Week 2 fields. i o
Compensatory time earned may be liquidated by the end

i of the leave year, carried forward to the following year, or
TC 63, Prefix 20, R;astored Annual Leave paid in full. Follow your agency policy regarding com-
(W/Night Diff @ 20%) pensatory time payment/liquidation. Compensatory

Used ToRecord: Hours of restored annual leave used for leave is |IqUIdated ona first'earned, first-used basis. The
whichthe employee is entitled to night differential, when hours of compensatory leave which are not subsequently
the majority of hours (more than 4) fall between the hours used will be paid at the premium rate of pay that was in

of 11:00 p.m. and 8:00 a.m. Record in the top portion of €ffect when the hours of overtime were actually per-
the T&A. formed.Note: Compensatory leave used cannot exceed

the compensatory leave balance.
Applies To: U.S. Customs Service, Customs Officers
only Federal Wage System Employees

To record the hours of compensatory leave used on the
T&A, TC 64 must be used with suffixes 1, 2, or 3. These
An employee must be coded eligible in the database tosuffixesallow the used compensatory time to be recorded
earn this compensation; otherwise, the T&A will reject. at the prevailing rate of each shift. When TC 64 is
recorded in the top portion of the T&A, accounting data
Thesehours are monitored through this TC to ensure that must bgantered, unless a “2” was entered in the AC field.

overtime and premium pay do not exceed $25,000 in aThjs accounting data is used for reporting purposés
single fiscalyear, as authorized by Customs Officers Pay

Rate: 20% of basic hourly rate

Reform. The timeframe in which compensatory leave must be
) . . ) used is mandated by each agency. Refer to your agency/
Entry Instructions: Enter63in the TC field an®0in departmentabo”cy regarding Compensatory leave usage

the Pr field. Enter the appropriate amount of time to be jiquidation and payment.
paid in the applicable Week 1/Week 2 fields.
Note: If compensatory leave is used for religious obser-

TC 63, Prefix 50, Restored Annual Leave \C/)a;)nsceer’v;rs(:: eeci)é Ss(,) ergpensatory Time Used — Religious
(W/Sunday Diff @ 50%) ' .

Used To Record:Hours of restored leave used for which While compensatory time off for religious observance
the employee is entitled to Sunday differential. Record in May be advanced, regular compensatory time may not be
the top portion of the T&A. advanced. The employee must have worked the hours of

overtime and have a compensatory leave balance before
Applies To: U.S. Customs Service, Customs Officers  TC 64 may be used on the T&A.
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Payment For Compensatory Leave not send such documentation to the NFC. The signature

n the T&A acts as certification that proper documenta-

Compensatory leave is payable at separation, at the enﬁOn to support the entry is on file.

of the leave year, or by timeframes established by the
agency.The employee will be paid at the overtime rate of Eligible employees are allowed 15 calendar days of regu-
pay that was in effect at the time the compensatory timelar military leave each fiscal year. Members of the
was earned. National Guard of the District of Columbia are autho-
rized military leave with pay for all days (no limit) for

When the employee must be paid for compensatory narades and encampments ordered under the provisions
leave, report through the channels of your organization, of the law.

as appropriate, the employee’s name, social security

number, T&A contact point code, and the number of Permanent part-time employees are eligible for military
hours to be paid. This should be done during the lastleave on gro rata basis when the employee’s tour of duty
period being reported for an employee leaving the orga-ranges from 16 through 32 hours per week. Use the for-
nization or the pay period or time designated by the mula below to compute military leave for those
agency. employees:

The personnel office must process a Form AD-581, 1. Divide the tour of dutyours for the pay period by 2 to

; - arrive at the weekly tour of duty hours.
Lump Sum Leave or Compensatory Time Payments, in y y

accordance with Chapter 9 of Title 1, Payroll/Personnel 2- Divide the weekly tour of duty hours by 40.
Processing Manual. The supervisor/timekeeper should3. Multiply the result by 15. Carry out to 3 decimal
be provided a copy of the completed Form AD-581. places. To this total, add the military leave carryover
Upon receipt of the Form AD-581, reduce the from the database.

employee’ssompensatory time balance by the number of

houprs ¥or Whichpthe emgloyee is being gaid (PC-TARE If the total on the T&A exceeds the computed total, the
and TINQ) for interim compensatory time payments. |&A Will reject.

Enter To be paid for (number) Comp hourt the  ynusednilitary leave can be carried over from one fiscal
Remarks section. year to the next. However, a split T&A is required at the

Lo . , beginning othe new fiscal year if an employee is on reg-
Entry Instructions: Enter 64 in the TC field and _the ular military leave on any one day during the last pay
number of hours of compensatory leave taken in the

: : .~ period ofthe fiscal year. An employee could have a maxi-
applicable Week_ 1/We§k 2 fields. Compensatory time mum of 30 calendar days of military leave available dur-
may be charged in multiples of 1/4 hour.

ing a fiscal year (15 carryover days, plus 15 days for the
Note: Night differential is applied to all hours within the ~ current fiscal year).

night differential period for paid absence for holidays, Time recorded using TC 65 creates a positive balance that
military, and official leave, regardless of the number of 500 mylates the military leave used. Enter the hours
hourstaken. Night differential is applied when less than 8 (o.orded under TC 65 as days used in the Leave section.
hours of paid leave is used. Night differential is not |;qq of any amount of military leave during a workday

applied when paiteave used is 8 or more hours within a o ngfitytes the use of that day toward the 15-day limita-
pay period. tion.

. Count only regularly scheduled workdays as beginning
TC 65, Regular Military Leave and ending date of regular military leave. Do not
Used toRecord: The number of days of regular military

leave used. Record in the top portion of the T&A. count nonworkdays falling #te beginning or end of the

military leave even if the military orders include these
Applies To: Full-time/Part-time General Schedule days. Only nonworkdays falling between periodeegf
Employees ularly scheduled workdays are to be counted if the mili-
tary orders so specify.

Full-time/Part-time Federal Wage System Employees Night differential is applied to all hours within the night

Regular military leave is defined as active duty for train- differentialperiod for paid absence for holidays, military,
ing or for other purposes for employees who are membersand official leave regardless of the number of hours
of the Armed Forces Reserve or National Guard. taken.

Copies of military orders for the period of active duty or Entry Instructions: Enter65 in the TC field and the
other acceptable evidence of military leave should be number of regular military leave hours used in the appli-
retained byyou and attached to the copy of the T&A. Do cable Week 1/\&k 2 fields. Ente2 in the Suffix field to
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recordregular military leave with night differential or the
appropriate FWS shift suffix.

The Milr (Regular Military) Bal field reflects number of
regularmilitary leave days used during the fiscal year(s).

TC 65, Prefix 05, Regular Military Leave
(W/Night Diff @ 15%)

Used To Record:Hours of regular military leave used
for which the employee is entitled to night differential,
whenthe majority of hours (more than 4) fall between the
hours 0f3:00 p.m. and 12:00 midnight. Record in the top
portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 15% of basic hourly rate

Title |
Chapter 7
Section 1

Entry Instructions: Enter65in the TC field and.Oin
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

TC 65, Prefix 15, Regular Military Leave
(W/Night Diff @ 15%)

Used To Record:Hours of regular military leave used
for which the employee is entitled to night differential,
whenthe majority of hours (more than 4) fall between the
hours 0f3:00 p.m. and 12:00 midnight. Record in the top
portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 15% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that

An employee must be coded eligible in the database toovertime and premium pay do not exceed $25,000 in a

earn this compensation; otherwise, the T&A will reject.

This TC/prefix combination is used to properly record

single fiscalyear, as authorized by Customs Officers Pay
Reform.

salary costs that are split between the S&E and COBRAENtry Instructions: Enter65in the TC field and5in
appropriation. These hours are monitored through thisthe Pr field. Enter the appropriate amount of time to be
TC to ensure that overtime and premium pay do not Paid in the applicable Week 1/Week 2 fields.

exceed $25,000 in a single fiscal year as authorized by

Customs Officers Pay Reform.

Entry Instructions: Enter65in the TC field and5 in

TC 65, Prefix 20, Regular Military Leave
(W/Night Diff @ 20%)

Used To Record:Hours of regular military leave used

the Pr field. Enter the appropriate amount of time to be for which the employee is entitled to night differential,

paid in the applicable Week 1/Week 2 fields.

TC 65, Prefix 10, Regular Military Leave
(W/Night Diff @ 20%)

Used To Record:Hours of regular military leave used
for which the employee is entitled to night differential,
whenthe majority of hours (more than 4) fall between the

whenthe majority of hours (more than 4) fall between the
hours of 11:00 p.m. and 8:00 a.m. Record in the top por-
tion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

hours of 11:00 p.m. and 8:00 a.m. Record in the top por-An employee must be coded eligible in the database to

tion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay
Reform.

Entry Instructions: Enter65in the TC field an®0in

An employee must be coded eligible in the database toe py field. Enter the appropriate amount of time to be

earn this compensation; otherwise, the T&A will reject.

This TC/prefix combination is used to properly record
salary costs that are split between the S&E and COBR

appropriation. These hours are monitored through this

paid in the applicable Week 1/Week 2 fields.

ATC 65, Prefix 50, Regular Military Leave

(W/Sunday Diff @ 50%)

TC to ensure that overtime and premium pay do not Used To Record:Regular military leave hours used for
exceed $25,000 in a single fiscal year as authorized bywhich the employee is entitled to Sunday differential.

Customs Officers Pay Reform.

Record in the top portion of the T&A.
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Applies To: U.S. Customs Service, Customs Officers tal regulation in the Remarks section. The entries for the
Only transfer of official station may not exceed 80 hours.

Rate: Base pay plus 50 percent of base pay Entry Instructions: Enter the official leave in the daily
record in the applicable area of the worksheet. Enter the
An employee must be coded eligible in the database toapplicable code (shown above) to identify the type of
earn this compensation; otherwise, the T&A will reject. official leave taken. If official leave is not identified
above, show an appropriate symbol and define the sym-
Thesehours are monitored through this TC to ensure that bol in the Remarks section.
overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay
Reform.

Enter66in the TC field and the number of hours of offi-
cial leave taken in the applicable Week 1/Week 2 fields.

) _ _ ) Note: Night differential is applied to all hours within the
Entry Instructions: Enter65in the TC field and0in  pight differential period for paid absence for holidays,
the Pr field. Enter the appropriate number of hours in the military, and official leave, regardless of the number of
applicable Week 1/Week 2 fields. hours used.

TC 66, Other Leave Enter? in th_e Suﬁ‘ix field to record Other LeavpT hc_)urs

with night differential. Do not complete the Suffix field
Used To Record:Hours of paid absence authorized by for any Other Leave hours that occur outside of the night
law, Executive Order, or administrative action which is differential period.

not charged to annual leave, sick leave, or compensatory o ) ]
time. Record in the top portion of the T&A. Sunday diferential is not authorized for periods of autho-

rized absence from work on paid leave (e.g., jury duty,
Applies To: Full-time/Part-time Employees Senior Witness service, funeral leave, Sunday holiday, etc).

Executive Service Note: If an employee works on a Sunday holiday (or

Sundayin-lieu of holiday), use TC 66, with the appropri-

The following types of leave fall within the Other Leave ate suffix to record holiday worked with Sunday pre-

category. mium pay. Record Code H in the Remarks section.
Code Name . .
J Jury Duty Record the hours in which work was performed on the
E Examination Sunday holidaysing T/C 66 with the following applica-
E Funeral ble suffix:
w Witness Suffix Use Pay Plan
%4 Voting _ 1 First Shift Federal Wage System
H Federal Holiday _ 2 Night differential ~ General Schedule
T Transfer of Official Station 2 Second Shift Federal Wage System
co Court (Other tlhanl'\(]j or W) 3 Sunday differential  General Schedule
LH State or Local Holiday 3 Third Shift Federal Wage Sys-
AD Administrative Leave tem
HW Hazardous Weather Dismissal 4  Sunday differential
D Bone Marrow/Organ Donor with night

differential General Schedule
!\Iote: Thesg codes are informational anc_i are not entered g Sunday differential Federal Wage System
in the TC field. They may be recorded in the Remarks at the first shift
section. 6 Sunday differential Federal Wage System

at the second shift
Courtcertificates or other acceptable evidence of the per- 7 Sunday differential Federal Wage System
formance of jury or witness service must be retained and at the third shift
filed with the copy of the T&A to support the official e any remaining hours of the holiday in which no
leave entry. The signature which certifies the T&A also ok was performed on another line using T/C 66, with
serves to ce_rtify that the documentation to support the ., < ffix for General Schedule employees and Suffix 1,
leave is on file. 2, or 3, as applicable, for Federal Wage.

If TC 66 is used to record hours of paid absence grantedSystememployees. Nonovertime hours worked on a hol-
due to transfer of official station which necessitates idaywould also be recorded on a separate line of the T&A
relocation of the family residence, insert the departmen- using TC 31.
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TC 66, Prefix 05, Other Leave (W/ Night Diff @ TC 66, Prefix 15, Other Leave (W/Night Diff @
15%) 15%)

Used To Record:Hours of administrative leave used for
whichthe employee is entitled to night differential, when
the majority of hours (more than 4) fall between the hours
of 3:00 p.m. and 12:00 midnight. Record in the top por-
tion of the T&A.

Used To Record:Hours of administrative leave used for
whichthe employee is entitled to night differential, when
the majority of hours (more than 4) fall between the hours
of 3:00 p.m. and 12:00 midnight. Record in the top por-
tion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
Applies To: U.S. Customs Service, Customs Officers only
only

Rate: 15% of basic hourly rate

Rate: 15% of basic hourly rate An employee must be coded eligible in the database to

earn this compensation; otherwise, the T&A will reject.
An employee must be coded eligible in the database to P )

earn this compensation; otherwise, the T&A will reject. Thesehours are monitored through this TC to ensure that

overtime and premium pay do not exceed $25,000 in a
This TC/prefix combination is used to properly record single fiscalyear, as authorized by Customs Officers Pay
salary costs that are split between the S&E and COBRAReform.

appropriation. These hours are monitored through this Entry Instructions: Enter66in the TC field and5 in

TC to ensure that overtime and premium pay do not . . :
exceed $25,000 in a single fiscal year as authorized bythe. P_r field. Ent_er the appropriate amount of time 1o he
Customs Officers Pay Reform. paid in the applicable Week 1/Week 2 fields.

Entry Instructions: Enter66 in the TC field and5in TC066’ Prefix 20, Other Leave (W/ Night Diff @

the Pr field. Enter the appropriate amount of time to be 20%)

paid in the applicable Week 1/Week 2 fields. Used To Record:Hours of administrative leave used for
which the employee is entitled to night differential when
the majority of hours (more than 4) fall between the hours

TC 66, Prefix 10, Other Leave (W/Night Diff @ of 11:00 p.m. and 8:00 a.m. Record in the top portion of

20%) the T&A.

Used To Record:Hours of administrative leave used for Applies To: U.S. Customs Service, Customs Officers
whichthe employee is entitled to night differential, when only

the majority of hours (more than 4) fall between the hours
of 11:00 p.m. and 8:00 a.m. Record in the top portion of
the T&A. An employee must be coded eligible in the database to

earn this compensation; otherwise, the T&A will reject.
Applies To: U.S. Customs Service, Customs Officers

Rate: 20% of basic hourly rate

only Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a

Rate: 20% of basic hourly rate single fiscalyear, as authorized by Customs Officers Pay
Reform.

An employee must be coded eligible in the database togy |nstructions: Enter66in the TC field an®0in

earn this compensation; otherwise, the T&A will reject. he Pr field. Enter the appropriate amount of time to be
. . ] ] . paid in the applicable Week 1/Week 2 fields.

This premium pay applies to the entire basic tour of duty.

This TC/prefix combination is used to properly record ' .

salary costs that are split between the S&E and COBRA£S£)6’ Prefix 50, Other Leave  (W/Sunday Diff @

appropriation. These hours are monitored through this

TC to ensure that overtime and premium pay do not Used To Record:Hours of administrative leave used for

exceed $25,000 in a single fiscal year as authorized bywhich the employee is entitled to Sunday differential.

Customs Officers Pay Reform. Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers

Entry Instructions: Enter66 in the TC field and.0in only

the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields. Rate: 50% of basic hourly rate
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An employee must be coded eligible in the database toloss orthe day of injury should be charged to administra-

earn this compensation; otherwise, the T&A will reject. tive leave. OWCP Injury Leave begins the day after

Thesehours are monitored through this TC to ensure that niury:

overtime and premium pay do not exceed $25,000, aslIf the injury occurs during the employee’s regular tour of

authorized by Customs Officers Pay Reform. duty and that tour of duty involves additional pay entitle-
ment, record the hours of OWCP using TC 67 with the

Entry Instructions: Enter66 in the TC field and0 in appropriate suffix.

the Pr field. Enter the appropriate number of hours in the

applicable Week 1/Week 2 fields. Under the Federal Employees’ Compensation Act, an
employee who has filed a noncontroverted claim for a
TC 66. Prefix 61. Time Off Awards job-related traumatic injury is entitled @ontinuation of

_ _ Pay (COP) for up to 45 calendar days of disability. The
Used To Record:Time off hours used without charge to  employee has the option of using accrued sick or annual
leave olloss of pay that are granted as an incentive award.|eave instead of COP.

Applies To: All employees (based on agency policy)  If the employee has elected to use accrued leave but does
not have enough to cover all disability during the 45 days,
the agency should convert the employee to COP immedi-
ately upon the expiration of the leave balance. Tlie®f

of Workers’ Compensation Program may not pay com-
pensation during the 45 days of COP entitlement. Thus,
o place the claimant on leave-without-pay after expira-
ion of accrued leave during the 45-day period would
defeat legislative intent by causing a period of wage loss
Entry Instructions: Enter 61 in the Prefix field, 66 in the ~ for which compensation could not be awarded.

TC field and the number of time off hours used in the
applicable Week 1/Week 2 fields.

Full-time employees may be granted up to 40 hours per
awardbut no more than 80 hours per leave yRart-time
employees may be granted time off up to one-quarter of
their biweekly scheduled tour per award and up to one-
half of their biweekly scheduled tour per leave year. A
personnel action must be processed to enter the time of{
hours granted.

The agency is required to continue pay from the date of
the new request for the remainder of the 45 days or until
Note: Night differential is applied to all hours within the the employee is able to work. The agency is required to
night differential period for paid absence for holidays, change past periods of paid leave to COP.

military, and official leave, regardless of the number of

hours used. Entry Instructions: Prepare a T&A every pay period for

the OWCP Injury Leave if the employee is expected to
Enter2 in the Suffix field to record time off hours with ~ return to work within 30 days of the date of injury. Enter
night differential. Do not complete the Suffix field for 67in the TC field and the number of injury leave hours in
any time off hours that occur outside of the nighfediin- ~ the applicable Week 1/Week 2 fields. Show a summary
tial period. record of the OWCP Injury Leave balance in the

Remarks section of the T&A.
Note: Time off hours used can be modified using the

Time Inquiry — Leave Update System (TINQ) Program For night/shift differential only, entexfor GS or2 or 3
T1008, Total Time Off & Time Off Awards. for Federal Wage System employees. (Suffix 1 indicates
1st shift Wage System with no differential.)

TC 67, OWCP Injury Leave TC 67, Pr 05, Injury Leave @ 15%

Used To Record:The hours of paid absence due to trau- ysed To Record:Hours of paid absence due to traumatic
maticinjury suffered on the job. Record in the top portion injury suffered on the job for which the employee is
of the T&A. entitled tonight differential, when the majority of the tour
of duty hours (more than 4) fall between the hours of 3:00
p.m.and 12:00 midnight. Record in the top portion of the
Employees may receive up to 45 calendar days of paidT&A.

absence for each traumatic injury suffered on the job. . ) . )
Any charge to TC 67 during a day constitutes the use ofAPplies To: U.S. Customs Service, Customs Officers
that day toward the 45-day limit. Inclusive non-work only

days preceded and/or followed by OWCP Injury Leave Rate: Base pay plus 15% of base pay

counttoward the 45-day limit if evidence of nonability to

perform regular duties on those days exists. Unless theAn employee must be coded eligible in the database to
injury occurs before the beginning of the workday, time earn this compensation; otherwise, the T&A will reject.

Applies To: All Employees
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This TC/prefix combination is used to properly record Entry Instructions: Enter67in the TC field and.5in
salary costs that are split between the S&E and COBRAthe Pr field. Enter the number of injury leave hours in the
appropriation. These hours are monitored through thisapplicable Week 1/Week 2 fields.

TC to ensure that overtime and premium pay do not

exceed $25,000 in a single fiscal year as authorized byTC 67, Pr 20, Injury Leave @ 20%

Customs Officers Pay Reform. , ,
y Used To Record:Hours of paid absence due to traumatic

Entry Instructions: Enter67in the TC field and5in injury suffered on the job for which the employee is

the Pr field. Enter the number of injury leave hours in the entitled tonight differential when the majority of the tour

applicable Week 1/Week 2 fields. of duty hours (more than 4) fall between the hours of
11:00 p.mand 8:00 a.m. Record in the top portion of the
T&A.

TC 67, Pr 10, Injury Leave @ 20%

Used To Record:Hours of paid absence due to traumatic ~PPlies To: U.S. Customs Service, Customs Officers
injury suffered on the job for which the employee is only
entitled tonight differential, when the majority of the tour  Rate: Base pay plus 20% of base pay

of duty hours (more than 4) fall between the hours of

11:00 p.m. and 8:00 a.m. Record in the togtipo of the An employee must be coded eligible in the database to
T&A. earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscal year as authorized by Customs Officers Pay

Rate: Base pay plus 20% of base pay Reform.

An employee must be coded eligible in the database toENTY Instructions: Enter67in the TC field anc0in

earn this compensation: otherwise, the T&A will reject. the Pr field. Enter the number of injury leave hours in the
applicable Week 1/Week 2 fields.

This TC/prefix combination is used to properly record

salary costs that are split between the S&E and COBRATC 67, Pr 50, Injury Leave @ 50%

appropriation. These hOL.‘rS are momtored through this Used To Record:Hours of paid absence due to traumatic
TC to ensure that overtime and premium pay do not. . X ; .
injury suffered on the job for which the employee is

exceed $25’QOO in a single fiscal year as authorized byentitled to Sunday differential. Record in the top portion
Customs Officers Pay Reform.

of the T&A.

Entry Instructions: Enter67 in the TC field and.0in Applies To: U.S. Customs Service, Customs Officers
the Pr field. Enter the number of injury leave hours in the only ’

applicable Week 1/Week 2 fields.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: Base pay plus 50% of base pay

TC 67, Pr 15, Injury Leave @ 15% An employee must be coded eligible in the database to

) . earn this compensation; otherwise, the T&A will reject.
Used To Record:Hours of paid absence due to traumatic

injury suffered on the job for which the employee is This TC/prefix combination is used to properly record
entitled tonight differential, when the majority of the tour ~ salary costs that are split between the S&E and COBRA
of duty hours (more than 4) fall between the hours of 3:00 appropriation. These hours are monitored through this
p.m.and midnight. Record in the top portion of the T&A. TC to ensure that overtime and premium pay do not

exceed $25,000 in a single fiscal year as authorized by
Applies To: U.S. Customs Service, Customs Officers Customs Officers Pay Reform.

onl
y Entry Instructions: Enter67in the TC field and0in

Rate: Base pay plus 15% of base pay the Pr field. Enter the number of injury leave hours in the

applicable Week 1/Week 2 fields.
An employee must be coded eligible in the database to

earn this compensation; otherwise, the T&A will reject. 1¢ gg Emergency Military Leave

Thesehours are monitored through this TC to ensure that Used To Record:The hours for which the employee is
overtime and premium pay do not exceed $25,000 in aabsent from his/her civilian place of duty because of
single fiscal year as authorized by Customs Officers Payemergency military dutyRecord in the top portion of the
Reform. T&A.
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Applies To: Full-time/Part-time General Schedule
Employees

Full-time/Part-time Federal Wage System Employees

Emergencymilitary leave is defined as leave necessary to
protectlife and property in time of natural disasters, civil
disorder, and the like. It is limited to a maximum of
176 hours (22 days) during each calendar year.

Retain copies of military orders or other documentation

showing the authority, extent, and nature of the service.

The certified T&A serves as certification that the
required documentation is on file.

Entry Instructions: Enter68 in the TC field and the
number ofours in the applicable Week 1/Week 2 fields.

If the emergency military leave occurs during the
employee’s regular tour of duty and that tour of duty
involvesadditional pay entitlement, enter the appropriate
suffix in the Suffix field.

Payroll/Personnel Manual
Time And Attendance Procedures
Time And Attendance Instructions

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

This TC/prefix combination is used to properly record
salary costs that are split between the S&E and COBRA
appropriation. These hours are monitored through this
TC to ensure that overtime and premium pay do not
exceed $25,000 in a single fiscal year as authorized by
Customs Officer Pay Reform.

Entry Instructions: Enter68in TC field andLO in the Pr
field. Enter the appropriate amount of time to be paid in
the applicable Week 1/Week 2 fields.

TC 68, Prefix 15, Emergency Military Leave
(W/Night Diff @ 15%)

Used To Record:Hours of emergency military leave
usedfor which the employee is entitled to nightfdien-

Time recorded using TC 68 creates a positive balance thatjal, when the majority of hours (more than 4) fall

accumulates during the calendar year.

TC 68, Prefix 05, Emergency Military Leave
(W/Night Diff @ 15%)

Used To Record:Hours of emergency military leave
usedfor which the employee is entitled to nightfiten-

tial, when the majority of hours (more than 4) fall
between the hours of 3:00 p.m. and 12:00 midnight.
Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officer
only

Rate: 15% of basic hourly rate

between the hours of 3:00 p.m. and 12:00 midnight.
Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 15% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay
Reform.

Entry Instructions: Enter 68 in the TC field and 15 in

An employee must be coded eligible in the database tothe Pr field. Enter the appropriate amount of time to be

earn this compensation; otherwise, the T&A will reject.

paid in the applicable Week 1/Week 2 fields.

Thesehours are monitored through this TC to ensure that TC 68, Prefix 20, Emergency Military Leave
overtime and premium pay do not exceed $25,000 in a(W/Night Diff @ 20%)

single fiscalyear, as authorized by Customs Officers Pay
Reform

Entry Instructions: Enter68in the TC field and®5 in

Used To Record:Hours of emergency military leave
usedfor which the employee is entitled to nightfdien-
tial, when the majority of hours (more than 4) fall

the Pr field. Enter the appropriate amount of time to be betweerthe hours of 11:00 p.m. and 8:00 a.m. Record in

paid in the applicable Week 1/Week 2 fields.

TC 68, Prefix 10, Emergency Military Leave
(W/Night Diff @ 20%)

Used To Record:Hours of emergency military leave
usedfor which the employee is entitled to nightfdien-

tial, when the majority of hours (more than 4) fall
betweerthe hours of 11:00 p.m. and 8:00 a.m. Record in
the top portion of the T&A.
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Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
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single fiscalyear, as authorized by Customs Officers Pay in one-day increments in the applicable Week 1/Week 2

Reform.

Entry Instructions: Enter68in the TC field an®0 in

fields. The number of hours entered on the T&A must not
exceed the total hours that have been accrued.

the Pr field. Enter the appropriate amount of time to be Enter the appropriate code in the Suffix field to record

paid in the applicable Week 1/Week 2 fields.
TC 68, Prefix 50, Emergency Military Leave
(W/Sunday Diff @ 50%)

Used To Record:Emergency military leave hours used
for which the employee is entitled to Sundayedéntial.
Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
Only

Rate: Base pay plus 50 percent of base pay

homeleave hours used with night differential for Federal
Wage System employees.

TC 69, Prefix 05, Home Leave (W/ Night Diff @

15%)

Used To Record:Hours of home leave used (in 15-min-
ute increments) for which the employee is entitled to
night differential, when the majority of hours (more than
4) fall between the hours of 3:00 p.m. and 12:00 mid-
night. Record in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

An employee must be coded eligible in the database toRate: 15% of basic hourly rate

earn this compensation; otherwise, the T&A will reject.

An employee must be coded eligible in the database to

Thesehours are monitored through this TC to ensure that earn this compensation; otherwise, the T&A will reject.

overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay

Reform.

Entry Instructions: Enter 68 in the TC field and 50 in

This TC/prefix combination is used to properly record

salary costs that are split between the S&E and COBRA
appropriation. These hours are monitored through this
TC to ensure that overtime and premium pay do not

the Pr field. Enter the appropriate number of hours in the €xceed $25,000 in a single fiscal year as authorized by

applicable Week 1/Week 2 fields.

TC 69, Home Leave

Used To Record:The number of home leave hours used

and charged against the accrued home leave balanc

Record in the top portion of the T&A.

Applies To: Full-time/Part-time employees performing
service abroad

Home leave is earned by eligible employees for service
abroad. Service abroad is defined as service by a

Customs Officers Pay Reform.

Entry Instructions: Enter69in the TC field and5in
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

eI‘C 69, Prefix 10, Home Leave (W/Night Diff @

20%)

Used To Record:Hours of home leave used for which

the employee is entitled to night differential when the
majority ofhours (more than 4) fall between the hours of
11:00 p.mand 8:00 a.m. Record in the top portion of the

NreA.

employee at a post of duty outside the United States and
outsidethe employee’s place of residence if the residence Applies To: U.S. Customs Service, Customs Officers
is the Commonwealth of Puerto Rico or a possession ofonly
the United States. The accrued home leave is used for
vacation in the United States, the Commonwealth of Rate: 2

earn this compensation; otherwise, the T&A will reject.

0% of basic hourly rate

Note: Night differential is applied to all hours within the

night differential period for paid absence for holidays,
military, and official leave, regardless of the number of
hourstaken. Night differential is applied when less than 8

This TC/prefix combination is used to properly record
salary costs that are split between the S&E and COBRA
appropriation. These hours are monitored through this
hours of paid leave is used. Night differential is not TC to ensure that overtime and premium pay do not
applied when paitkave used is 8 or more hours withina exceed $25,000 in a single fiscal year as authorized by
pay period. General Schedule employees are not entitledCustoms Officers Pay Reform.

to night differential for home leave. ) ) ) )
Entry Instructions: Enter69in the TC field and.0in

Entry Instructions: Enter69 in the TC field and the  the Pr field. Enter the appropriate amount of time to be
number of home leave hours (minimum is 8 hours) usedpaid in the applicable Week 1/Week 2 fields.
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TC 69, Prefix 15, Home Leave (W/Night Diff @
15%)

Used To Record:Hours of home leave used for which
the employee is entitled to night differential when the
majority ofhours (more than 4) fall between the hours of
3:00 p.m. and 12:00 midnight. Record in the top portion
of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 15% of basic hourly rate

An employee must be coded eligible in the database to

earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that

Payroll/Personnel Manual
Time And Attendance Procedures
Time And Attendance Instructions

Rate: 50% of basic hourly rate

An employee must be coded eligible in the database to
earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that
overtime and premium pay do not exceed $25,000 in a
single fiscalyear, as authorized by Customs Officers Pay
Reform.

Entry Instructions: Enter69in the TC field and0in
the Pr field. Enter the appropriate number of hours in the
applicable Week 1/Week 2 fields.

TC 70, Logging — Forfeiture of Pay

Used To Record:A pay forfeiture (by hours) assessed
upon an employee as a disciplinary measure while the
ship is at sea or at a port other than home port. Record in

overtime and premium pay do not exceed $25,000 in athe pottom portion of the T&A.

single fiscalyear, as authorized by Customs Officers Pay
Reform.

Entry Instructions: Enter69in the TC field and.5in
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

TC 69, Prefix 20, Home Leave (W/Night Diff @
20%)

Used To Record:Hours of home leave used for which
the employee is entitled to night differential, when the
majority ofhours (more than 4) fall between the hours of
11:00 p.m. and 8:00 a.m. Record in the togipo of the
T&A.

Applies To: U.S. Customs Service, Customs Officers
only

Rate: 20% of basic hourly rate

An employee must be coded eligible in the database to

earn this compensation; otherwise, the T&A will reject.

Thesehours are monitored through this TC to ensure that

Applies To: Department of Commerce Wage Marines
Only

Entry Instructions: Enter70 in the TC field and the
number ofours forfeited in the applicable Week 1/Week
2 fields.

TC 71, Leave Without Pay (LWOP)

Used To Record:The hours of nonpay status when the
employee is on approved time away from work without
pay. Record in the bottom portion of the T&A.

Applies To: Full-time/Part-time Employees

Use the T&A to record LWOP for less than 30 days. A
personnel action must be processed to place the
employee onWOP for 30 days or more and to return the
employee tactive status. If the employee was placed on
LWOP by processing a personnel action, do not submit a
T&A for the pay period if the employee is on LWOP for
the entire pay period. If the employee is on LWOP for
only a part of the pay period, process a T&A.

Entry Instructions: Enter71 in the TC field and the
numberhours of LWOP in the applicable Week 1/\Week 2

overtime and premium pay do not exceed $25,000 in afie|ds.

single fiscalyear, as authorized by Customs Officers Pay
Reform.

Entry Instructions: Enter69in the TC field an®0in
the Pr field. Enter the appropriate amount of time to be
paid in the applicable Week 1/Week 2 fields.

TC 69, Prefix 50, Home Leave (W/Sunday Diff @
50%)

Used To Record:Hours of home leave used for which

Enter holidaysvhich occur within a period of LWOP as a
day of LWOP.

Example:  The employee is in nonpay status both on
the workday immediately before and on
the workday following the holiday. The
employee is not entitled to holiday leave.
If the employee had been at work the day
before orafter the holiday, the employee is

entitled to holiday leave.

the employee is entitled to Sunday premium pay. RecordTC 72, Absence Without Official Leave

in the top portion of the T&A.

Applies To: U.S. Customs Service, Customs Officers
only

74

Used To Record:The hours of nonpaid absence that
were not approved. Record in the bottom portion of the
T&A.
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Applies To: Full-time/Part-time Employees Full-time/Part-time Federal Wage System Employees

Entry Instructions: Absence Without Official Leave  Entry Instructions: Enter89 in the TC field and the
(AWOL) is unapproved time away from work without monetaryamount in whole dollars in the applicable Week
pay. Entef72in the TC field and the number of hours of 1/Week 2 fields. Always enter O in the fractions portion of
AWOL in the applicable Week 1/Week 2 fields. AWOL these fields.

subsequently changed to annual leave, sick leave, or

LWOP requires a corrected T&A. Whe_nthe amount is in excess of $99, enter the amount in
two fields.

Enterholidays which occur within a period of AWOL as a . .
day of AWOyL P Example: A deduction of $150 is to be recorded.

' Enter990in the Week 1 field anfl in the

. fractionsportion of the Week 1 field. Enter

TC 73, Suspension 510in the Week 2 field and in the frac-
Used To Record:Hours of suspension. Record in the tions portion of the Week 2 field.

bottom portion of the T&A. If additional entries are required, use the next line.

Applies To: Full-time/Part-time Employees For all entries made against TC 01 and TC 89, enter the

Employees are placed on suspension in an unpaid statu§@Me accounting code used on the SF-1165, Receipt for
by a personnel action. Suspension is ordered for full daysCash-Subvoucher, which initially authorized the imprest
only. Supervisors should inform you when an employee fund payment. If stored accounting is used, do not enter

is placed on suspension. A personnel action is required t@ccountinglata.Note: Emergency salary payments may
return these employees to duty. be requested for a newly gained employee through the

manual processing of a split T&A.
Entry Instructions: Enter73in the TC field and the
number of hours the employee was suspended in therc 91, Quarters
applicable Week 1/Week 2 fields. The employee is not

authorized regular or differential pay while on suspen- Used To Record: Deductions from employees’ pay
sion. whenquarters are provided by the government. Record in

the top portion of the T&A.
Enterholidays which occur within a period of suspension

as a day of suspension. Applies To: All Employees
Quarters deductions from an employee’s pay are accom-
TC 74, Furlough plished on the basis of payroll data stored in the

; employee’s database. The rate and amount deducted
from the employee’s salary each day or each pay period
must be established by processing a personnel action.

Used To Record:The hours of nonpay status because o
lack of funds, work, or other nondisciplinary reasons.
Record in the bottom portion of the T&A. For IRS

employees, see TC 17, Prefixes 21 and 22. Entry Instructions: If quarters deductions are based on
a daily rate, ente®1 in the TC field and the number of
days the employee resided in government quarters in the

Personnel actions are required to place an employee o@pplicable Week 1/Week 2 fields (e.g., 14 days is

furlough for 1 day or more and to return the employee to recorded a4 in the whole hours portion of the field and
duty. 0in the fractions portion of the field). Enter the account-

ing data to be charged in the AC field, as applicable.

Applies To: Full-time/Part-time Employees

Entry Instructions: Enter74 in the TC field and the

number ofurlough hours in the applicable Week 1/Week If quarters deductions are based on a pay period rate,
2 fields. enter91in the TC field. Do not complete the Week 1 or

Week 2 fields. Enter the accounting data to be charged in
TC 89, Imprest Fund the AC field, as applicable.
Used ToRecord: Deductions for repayment of an emer- TC 92, Meals

gency salary advanced payment which was made to an _ ) ,
employee from an Imprest Fund. Record in the top por- Uséd To Record:Deductions from an employee's pay
tion of the T&A. when meals are provided by the government. Record in

the top portion of the T&ANote: See TC 17, Prefixes 11
Applies To: Full-time/Part-time General Schedule and 18, for law enforcement meal period credit under
Employees FLSA.
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Applies To: All Employees with the last 9 entered in the fractions por-

tion of the field.
Entry Instructions: Enter92in the TC field and the dol-

lar amount in dollars and cents to be deducted for meals in
the applicable Week 1/Week 2 fields. If the total is more than $99.99, the remaining amount

] would be entered in the Week 2 field.
Example: A total of $99.99 may be entered in the

Week 1 field. The entry would 18999 If the total exceeds $199.98, go to the next line.
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Section 3, Recording Accounting Data errors require correction to (1) the employee’s record in

the Payroll/Personnel database and (2) the accounting
Each agency uses its unigue accounting codes and forsystem. (Agencies may opt to maintain their own
mats. The accounting data entered on the T&A is editedaccounting data or have NFC maintain it in the Central
for validity and field length. Each employee’s record Accounting System (CAS).)
maintained at NFC contains appropriation and account-
ing information that is used to disburse and charge thelncorrect Accounting Data. Accounting that is valid for
employee’s pay and related expenditures to the properthe agency but not valid for the employee or the assign-
accounting records. This section provides instructions ment is considered incorrect. For example, the
for completing the accounting data recorded on the T&A employee’s T&A reflected Accounting Data Code
(Figure 3). 011234. This code is valid for the agency; however, the
accounting data for the employee’s assignment is

« To avoid entering accounting data each pay period, the0014321, which is also valid for the agency.

AC (Accounting Data Code) field requires coding to To correct the accounting system maintained by the

store the accounting data and to bypass checking the . . .
T&A once the accounting data is stored. (See the agency, follow your agency instructions for correcting

L : . accounting data. If NFC maintains your accounting data,
?()Colifrl1egldinlsntrtjhc?io$1ic)ordmg Employee Data section for process a corrected T&A to correct both the Payroll/Per-

sonnel database and CAS. A corrected T&A can only be
processed ithe timeframe is within the system automatic
adjustment period. If the timeframe is beyond the auto-
matic adjustment period, see Title |, Chapter 6, Payroll
Adjustments for manual adjustment submission.

* To store accounting data in the database, éntethe

AC field and enter the accounting data to be stored in the
AccountingData fields. Only one line of accounting data
can be storedAccounting cannot be stored on a cor-

rected T&A. Invalid Accounting Data. Accounting data is consid-

. . ered invalid when an accounting code is not valid for the

* To repeat the stored accounting data each pay period,gencyemployee, or assignment. For example, the T&A

thereafter, ente2 in the AC field. Do not complete the  (eflects Accounting Data 023606809, which is nonexis-
fields in the Accounting Data section. tent for the agency, the employee, or an assignment. The
Note: T&A's submitted for the previous fiscal year can- Valid code should have been 023606800. Rather than the

not store or use stored accounting data. For fiscal-yearSyStém rejecting the T&A and causing a delay in the

closing instructions, see Page 7. employe_es receipt of salary, the invalid accounting is

automatically released through the Payroll/Personnel

« To record accounting data each pay period, enter thesystgm. Accounting Wi_II bealidated against the T&A at
9 bay p he time the T&A applies to the database.

accounting data for hours worked, leave taken, etc., ast
applicable Multiple accounting codes may be needed for |f your accounting is maintained by your agency, the

certain transaction codes, as applicablgs field must accountingnust be corrected in your accounting system.

be completed if the AC field is blank. If NFC maintains your accounting, the correction will be
made by NFC. If the accounting has not been corrected

For Bureau of Engraving and Printing. If an after 60 days, contact NFC Accounting Reporting

employee’saccounting data reflecisor 2in Position 14, Branch.

the employee must be listed on Table Management Sys-

tem Table 099, BEP Acting Pay Table. For FCIC Use Only. When accounting sub-level data
for FCIC is entered on a T&A, it must conform to the fol-
lowing combination of columns: Column A, Columns A,
E, and F, Columns A, B, C, E, and FGQmlumns A, B, and
There are two types of accounting errors: incorrect C. If the wrong combination is used or if an entry is made
accountingdata and invalid accounting data. Accounting in Column D, the T&A will reject.

Correcting Accounting Data
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Section 4, Recording Leave the first and last pay periods. (See the section on Respon-
sibilities.)

The Recording Leave section of the T&Pigure 3) is

used taecord the types of leave listed below. Your T&A An employee may earn annual and sick leave on a pro rata
form may list other types of leave in the Leave section. basis for each fractional pay period in the following cir-
Leave not listed may be recorded in the Remarks sectioncumstances:

of the T&A. _ ¢ Transfer between positions (dual appointments be-
— Annual leave (includes donated, excludes restored) tween two agencies) with different pay periods
— Sick leave (includes donated) * Interruption of service by a non-leave-earning period
— Compensatory leave  Change irtype of employment from full-time to inter-
— Leave without pay (LWOP) mittent or vice versa
— Absence without leave (AWOL) ¢ Statutory oregulatory restoration rights restored after
— Suspension Regular service in the Armed Forces
— Military leave

Complete the annual leave fields as follows:

— Emergency military leave ,
Annl Fwd (Annual Brought ForwardjHours — numeric

field; max. of 3 positions) (Fractions — numeric field;

The leave information recorded on the T&A is a method 1 POsition) The annual leave balance at the beginning of
of maintaining employees’ leave records. It consists of the pay period. This field is also used to record annual
leave brought forward from the prior pay period, earned, léave donated through the Leave Sharing Program. (See
available used for the processing pay period, and balanceRecording Donated Leave below for detailed instruc-
to date. tions.)

The leave year begins with the first full pay period of the Eligible employees are allowed a maximum number of

calendar year and ends with the pay period following the Nours tocarry over from one leave year to the next. This is
last full pay period of the calendar year. called the annual leave ceiling. For most employees, the

annual leave ceiling is 240 hours. The supervisor should
If a split or continued T&A is prepared, record all the inform you if the employee’s ceiling is greater than 240
leaveinformationon the last page Follow the instruc- hours. For SES employees, tienual leave ceiling is 90
tions below for recording leave. days (720 hours) or the balance as of the end of the 1994

leave year if greater than 720. In each subsequent year,

Leave discrepancies should be resolved by preparing gpg |eave balance at the end of the leave year will deter-
leave audit and correcting the database and/or T&A. Thejjine the leave ceiling. If more leave is used than earned,

leave correction is applied to the database in the payihe |eave balance will be reduced until 720 hours is

period after the corrected T&A is processedsee the  oached. For SES equivalent employees who are paid
TINQ procedure for adjusting leave datdfie database. nqer the TF pay plan, the annual leave ceiling is 720

hours.

— Other leave (administrative, funeral, jury, etc.)

Annual and Sick Leave :

N , . For Overseas Employees Returning to the States. An
Eligibility to earn annual and sick leave is based on an o 5jvee who is overseas is entitled to an annual leave
employee’s type of appointment and type of empl_oy- ceiling of 45days. The 45 Day Leave Code on the person-
ment. Refer to Federal and departmental regulations,g| action is coded for entitlement. Once the employee
regarding leave eligibility. returns to the U.S., a personnel action must be processed

To earn annual and sick leave, the employee must bd© change the 45 Day Leave CodeNoTo retain the
employed during that portion of the biweekly pay period ann_ual leave ce|I|ng for these employees, enter the ceil-
thatcomprises his/her daily tour. An employee who is not INd in TINQ and adjust the T&A balance for the first pay

on the rolls for that complete period, excluding holidays Period of the new leave year, as necessary.

and non-workdays, does not accrue leave. The systemyqever, ifthe Annual Leave 45 Day Code is not coded
cannot determine if & new or separating employee iS oy tg the employee who is overseas returning to the

employedor the full pay period because the daily tour of states, then TINQ must be used to adjust the employee’s
duty is not recorded in the database. Therefore, the perioave record at the beginning of the leave year.
sonnel office must indicate on the personnel action

whether or not the employee is entitled to leave accrualsAt the beginning of a new leave year (the first full pay
for the pay period. To avoid leave errors, it is important to period in anew calendar year), the Annl Fwd hours is the
coordinate with the personnel office leave accruals for number of hours carried forward from the last pay period
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of the prior leave year. If an employee’s annual leave Note: An employee cannot be advanced more leave than
hours exceed the annual leave ceiling, the excess hourbe/she can earn in a leave year or by the end of his/her
must be restored or forfeited. appointment.

If the annual leave is forfeited, enfemnual leave reduc- ~ Ann Accr (Annual Leave Accruednumeric field;

tion — (number) hoursin the Remarks section. If the 1 POsition) The number of hours earned for the pay
annual leave is restored, the personnel office must pro-Periodbased on the employee’s leave category. The leave
cess Form AD-582, Authorization for Restored Annual Cat€gory is based on the employee’s years of service and
Leave Under P.L. 93-181 or P.L. 94—174. the total time in pay status. Employees with up to 3 years

of service earn 4 hours; 4 through 14 years, 6 hours
If the employee was not on the rolls in the previous pay (10 hours irthe last full pay period of the calendar year);
period,enter0 unless the employee has annual leave to bel® Yéars and over, 8 hours.

credited from prior employment. Intermittent employees and temporary employees with
] appointment limitations of less than 90 days do not
If the employee has annual leave from prior employment, 5¢ccrueannual leave; therefore, do not complete this field.

the personnel office must provide an SF-1150, Record ofngte: Smithsonian Institution employees with Pay Plans
Leave Data (or facsimile), before the transferred leave ra |C, or AE cannot accrue annual leave.

can be credited. Enter the transferred leave hours on the

T&A for the pay period in which the leave transfer form The system automatically adjusts the employee’s leave

was processed. category athe time year of service requirements are met.
If the leave category change is effective other than the

If the leave transfer form has not been received from thebeginning of the pay period, the change becomes effec-

personnel office, record leave used as advanced annudive in the next pay period. A report, Notification of

leave or LWOP. Change in Annual Leave Statussésnt to the T&A Con-
tact Point location two pay periods prior to the effective

* To record as advanced annual leave, enter the numbePay period. Enter the new leave accrual as indicated on
of hours to be advanced under TC 61 (annual leave). Uséhe report in the Annl Accr field.
a minus sign (=) before the number of advanced hours

(.9, —24). Entet in the AL field Enterthe full leave accrual for an employee who transfers

to your agency either from another Federal department or

agency in the middle of the pay period. (See the instruc-
* Torecord as LWOP, enter the total LWOP hours under yiq o vearding split T&A's for detailed information.)

TC 71 (LWOP). Adjust the LWOP to paid leave as soon
as documentation is received to credit the employee’sNote: Be sure that the entry in the Annl Accr field
leave account, unless the employee requests that thenatches the leave category in the system.

LWOP remain unchanged. . _
Enterthe number of hours the employee is entitled to earn

for the pay period. A full-time employee who is in non-
pay status for 80 hours or any multiple thereof (e.g., 160,
240, 320, etc. in a leave year) will not accrue leave in the
pay period that either of these occiNste: Leave will

not be accrued by full-time employees in Leave Category
6 who are in nonpay status for all of the last pay period of
the calendar year or who reach a multiple of 80 hours of
nonpay leave in this pay period.

e To adjust LWOP to paid leave, process a corrected
T&A for each pay period that LWOP was charged. In the
Remarks section enténumber) hours LWOP adjusted

to paid leaveEnter the correct leave balance on the cur-
rent T&A to avoid a leave error.

* To recredit annual leave to an employee’s leave
account as a result of buy back, enter the hours in this
field. The personnel office will inform you when to  Annual Leave Accrual for Part-time EmployeesPart-
record the leave on the T&A. Enter a remark in the time employees earn leave on a pro rata basis depending
Remarks section as to the reason for the buy back.  on the leave category and the number of hours worked. To
earn one hour of leave, the employee is required to be in
* To adjust the annual leave record as a result of a leavepay status for a minimum of 10, 13, or 20 hours based on
error, enter the correct balance in this field to agree with the leave category. Employees in leave Category 4 earn 1
the database. hour for each 20 hours worked; Leave Category 6, 1 hour
for each 13 hours worked; Leave Category 8, 1 hour for
Enter the hours recorded in the Annl Bal field from the each 10 hours worked. (See Appendix B for a table of
previous T&A or enter the applicable balance. If the part-time employee leave accrual.) All hours worked in
annual leave balance is a negative amount, precede thexcess of the basic work requirement for a part-time
number with a minus sign (-). employee, including overtime, are counted in determin-
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ing the biweekly accrual of sick and annual leave, up to aAnnl Used(numeric field; max. of 2 position$henum-
maximum of 80 hours in a pay status per pay period. ber of annual leave hours during the pay period recorded

under T/C 61. If annual leave is taken in quarter hours,
To compute leave earned: enterl for 1/4 hour;2 for 1/2 hour, an@® for 3/4 hour.

* Total the previous pay period's unapplied hours Annl Bal (Hours — numeric field max. of 3 positions)

(including paid leave), the current pay period’'s base (Fractions — numeric field; 1 position)The hours

hours, and any overtime hours recorded under T/C's 19,reported in this field reflect the balance of annual leave

21, 23, 24, 25, and 26. Any hours over 80 are not includedhours at the end of the pay period being reported. These

in the annual leave accrual computation for the pay hours are used when payment of annual leave is made.

periodnor are they carried over to a subsequent week for

leave accrual computation purposes. Add the Annl Fwd hours and the Annl Accr hours. This
figure reflects the annual leave hours available. Then,

« Divide the total from the step above by the minimum subtract the Annl Used hours. If the available annual

hour requirement (i_e_, 10, 13, or 20) Enter the result in leavehours is minus balance, add the Annl Fwd and Annl

the Annl Accr field. If the result is not evenly divisible, Accr hours to the Annl Used and entein the AL field.

the remainder is carried forward and used in computing An employee cannot be advanced more leave than he/

leave earned for the next pay period. These hours areshe can accrue in a leave year. Also, if an employee is

calledunapplied hours and are shown in the Remarks sec-separating, collection for advanced leave must be

tion. Unapplied hours can be in 1/4 hour increments.  madeunless waived by the agencfontact the person-
nel office for more information.

The disposition of carryover hours when a part-time

employee changes his/her tour of duty is as follows: Donated Leave

The Leave Sharing Program is a program whereby an
employee (donor) donates annual leave to another
employee (recipient) for a medical emergency. Refer to
your agency instructions for donating leave to a leave
bank. Record donated leave as follows:

Mixed Tour and Continuing Program Employees.

Mixed tour and continuing program employees who are
changed to an intermittent tour of duty may be paid a
lump sum for accrued annual leave. Employees in contin-
uing programs are those employees involved in continu-

ing programs/activities under which the employee is | ¢ave Donor.After receiving documentation certifying
required to return to a full-time or part-time work sched- employee is donor, reduce the Annl Balance fieid (in

ule after a period of intermittent employment. If the o master record for PC-TARE) by the number of hours
employee received a lump-sum payment, any part-time yonated on the T&A.

carryover hours in his/her annual leave account are for-

feited because the employee’s change in work status isAt the end of the emergency period, prorate and recredit
equivalent to a separation. In this situation, the agencyto the donor’s leave account, any remaining leave bal-
will need to remove the employee’s part-time annual ance as a result of the recipient not using all donated
leave carryover hours through TINQ. If the employee leave. Contact your personnel office for instructions
does not receivea lump-sum payment, the part-time regarding recrediting of leave balances.

annual leave carryover hours will be held in abeyance in

his/herannual leave account until the employee returns to Leave Recipient.The employee must be coded in the da-
part-time duty. tabase as a leave recipient before donated leave can be

used. Contact the personnel office to assure that the
Other Part-Time Tours. Part-time employees who are employee is coded.

not in mixed tour or continuing program activities do not
havepart-time annual leave carryover hours held in abey- Use_TINQ to enter the donated leave amount (1)&ebf
a minus leave balance, (2) when an employee works

ance upon a change in work schedule to intermittent or. : : ;
full-time. In these cases, the agency will need to removemtermlttentlydurlng the emggency, o(3) to receive pay

the employees’ part-time annual leave carryover hoursfor a period which LWOP was charged.

through TINQ. In the first period of the emergency, record the donated
_ . hours in the Annual-Lv-Accruals—-YTDfield starting
If an agency determines that the carryover hours main-ith the first pay period in which the recipient begins to

tained by the Payroll/Personnel Systgm are not correct;se the donated leave. Each pay period, subtract the
and should be removed, the correction must be madegmount used from the balance.

through TINQ. Additionally, timekeepers should be
informed ofthe classification of each part-time employee The donated leave amount may be entered in the Annl or
to ensure that carryover hours are accurately maintainedSick (for offset only) Accrued YTD fields in TINQ.
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Enter0 in the Annl and Sick Accr fields on the recipient's Complete the sick leave fields as follows:

T&A for each pay period until the emergency ends. (For

PC-TARE users, change the annual and sick leave cateSick Fwd (Hours — numeric field; max. of 4 positions)
gory field to0 in the employee’s master recorB9 not (Fractions — numeric field; 1 positionYhe sick leave
change either field again until the emergency ends.  balance at the beginning of the pay period.

. . . - .. O If the employee was not on the rolls in the previous pay
Duringthe emergency period the full-time recipient with period, ented unless the employee has sick leave to be

a regular tour of duty is entitled to accrue 40 hours of credited from prior emplovment
annual leave and 40 hours of sick leave from the use of P ploy )

donated leave. For all part-time employees and for full- g |t the employee has sick leave from prior employment,

time employees with irregular tours diity, the accrualis e personnel office must provide an SF—1150, Record of
the number of hours in the employee’s weekly scheduled) oave Data (or facsimile), before the transferred leave
tour of duty. Record this leave record in a separate o pe credited. The transferred leave hours should be

account; do not record in the Leave section of the T&A. entered orthe T&A for the same pay period in which the
Do not add these accruals to the leave balances on thf‘eave transfer form was processed by NFC.

T&A.

O If the leave transfer has not been received from the per-
A leave recipient is entitled to prorated leave accruals sonnel office, the leave may be reported as advanced
during an emergency if the employee works a portion of leave or LWOP.
the pay period.

* To report as advanced leave, enter the number of hours

In the separate account, record the annual and sick leav& be advanced under T/C 62 (sick leave). Use a minus
accruals and balances each pay period. The annual an@i9n(-) before the number of advanced hours (e.g., —24).
sick leave accruals must not exceed the maximum Enter2inthe AL (advanced leave code) field.

accrual allowed for the employee’s weekly scheduled
tour ofduty. The leave which is accrued is not to be used ® 10 réport as LWOP, enter the total LWOP hours under

during the emergency period. It is the responsibility of 1/C 71 (LWOP). The LWOP must be promptly adjusted

the leave recipient’s supervisor to monitor the proper © %z_ildhleave I‘""S SO,OT as documentat:on |shrece|v\|’—)d to
accrual and use of this leave. credit the employee’s leave account unless the employee

requests that the LWOP remains unchanged.

At the end of the emergency period, enter the accrued, 1, adjust LWOP to paid leave, process a corrected

hours to the T&A record in the Annl/Sick Brought Fwd ¢ A for each pay period that LWOP was charged. In the
fields. Enter the employee’s appropriate accrual rate(s) in Remarks section, entgrumber) hours LWOP adjusted

the Annl and Sick Accr fields so that the employee will , 5iq |eave The current T&A must reflect the correct
again accrue leave. For PC-TARE users, enter theleave balance to avoid a leave error

appropriatecodes for the annual and sick leave categories

in the employee’s master record. If the employee’s « Tq recredit sick leave to an employee’s leave account
annual leave category changed during the emergencyyg 5 result of buy back, enter the recredited
period, enter the appropriate new code.

hours in this field. The personnel office will inform you
The personnel office is responsible to ensure that thewhen to record the leave on the T&A. Enter in the
employee must be coded in the database to indicate thaRemarks section the reason for the buy back.
he/she is no longer a leave recipient. The leave balances

must be adjusted in the database as necessary. To adjust the sick leave record as a result of a leave

error, enter the correct balance in this field to agree with

. the database.
Recrediting of Annual Leave From a Lump Sum

Payment Enter the hours recorded in the Sick Bal field from the
previousT&A or enter the applicable balance. If the sick
‘leave balance is a negative amount, precede the number
of hours with a minus sign (-Note: The maximum
number of advanced sick leave allowed is 240 hours.

O If a separated employee who received a lump sum pay
ment for annual leave is rehired prior to the expiration of
the period covered by the lump sum payment, the unex-
pired hours of annual leave must be repaid. After repay-
ment, the hours must be recredited to the annual leaveSick Accr (numeric field; 1 position)The number of
balance. The personnel office will inform you when to hours earned for the pay period. Each eligible employee
record the recredited hours on the T&A. Enter these earns 4 hours per pay period based on total time in pay
hours in the Annl Fwd field. status.
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Sickleave accrual is the same as annual leave accrual foComp Accr (numeric field; max. of 4 positionsyhe

a part-time employee except computation is based solelynumber of hours earned for the pay period as recorded
on Leave Category 4. If a part-time employee changes tounder TC 32 and/or TC 32, Prefix 77. Add the hours
full-time status, the unapplied hours are lost because ofrecordedunder TC 32 and/or TC 32, Prefix 77 and record
the change in tour of duty. the total in this field.

Enter the number of hours the employee earned for theComp Used(Hours — numeric field; max. of 2 positions)
pay period. A full-time employee who is in nonpay status (Fractions — numeric field; 1 positionYhe number of

for 80 hours or any multiple thereof (e.g., 160, 240, 320, compensatory hours used during the pay period. Enter
etc.) will not accrue leave in the pay period that either of the total hours recorded under TC 60 and/or TC 64. If

these occurs. compensatory leave is taken in quarter hours, érftar
1/4 hour,2 for 1/2 hour, an@® for 3/4 hour.
Enterthe full leave accrual for an employee who transfers | ic field: ¢ .
to your agency either from another Federal department orComp Ba (Hours —_nu.mlzr}c eld, _maxho 4 posm?lns)
agency in the middle of the pay period. (See the instruc-(FraCt'oni - r(ljumerlc field; 1f=)05|t|c;]n)'he sumf of the
tions regarding split T&A's for detailed information.) CompFw an Comp Accr reflects the hours of compen-
satory available. Subtract the Comp Used from the com-
Sick Used(Hours — numeric field; max. of 2 positions) Pensatory hours —available and enter the result.
The number of sick leave hours used during the payNote: While regular and rellglou_s compensatory time
period.Enter the total hours recorded under TC 62. If sick Palances are stored separately in the database, they are
leave is taken in quarter hours, erttdor 1/4 hour;2 for combined in the leave portion of the T&A.
1/2 hour, ana® for 3/4 hour.
Nonpay Status (Absence Without Pay)
Sick Bal (Hours — numeric field; max. of 4 positions) . )
(Fractions —numeric field; 1 position)Add the Sick Fwd ~ Nonpay status (absence without pay) includes leave
and the Sick Accr hours. This figure reflects the sick Without pay (LWOP), absence without leave (AWOL),
leave hours available. Then, subtract the Sick UsedSuspension, and furlough. LWOP, that exceeds 30 days
hours. Ifthe available sick leave hours is a minus balance, @hd suspension or furlough of one or more days must be
advance sick leave must be approved. After approvaLdocumentedwthg personnel action. If QOqumented with
add the Sick Fwd and Sick Accr hours to the Sick Used & Personnel action and the employee is in nonpay status
and enteg in the AL field. If an employee has a minus for the entire pay period, a T&A does not need to be pro-
balance and is separating, collection action must be initi- céSSedNote: When the employee returns to duty, verify

ated unless the indebtedness is waived by the agency/ith the personnel office that a return-to-duty personnel
Contact the personnel office for more information. action will be processed. Otherwise, the T&A will reject

indicating the employee is in nonpay status.

Note: Advanced sick leave cannot exceed 240 hours.
If less than 30 days, a T&A(s) should be processed.

Compensatory Time The total hours for LWOP, AWOL, SUSP, and furlough
cannot exceed 80; otherwise, the T&A will reject. Also,
AWOP hours cannot equal 80 hours if regular hours equal
80 hours. If this happens, the T&A will reject.

Compensatory time is time off in lieu of monetary pay-
ment for authorized work performed outside the sched-
uled tour of duty. An employee may request compensa-

tory time off in lieu of overtime pay, or in certain cases Enterfurlough hours recorded under TC 74, Furlough, in

may b? rrerquwedr':p accechgm([:)ensatory ;umet_off as COT"[he Remarks section if your worksheet does not include
pensatiorfor overtime worked. Compensatory time mus furlough in the Leave section.

be earned prior to use except for religious observance.
Complete the compensatdigne leave fields as follows:  Complete the AWOP fields as follows:

Comp Fwd (Hours — numeric field; 4 positions) (Frac- LWOP Fwd (Hours — numeric field; max. of 4 positions)
tions — numeric field; 1 position)The compensatory  (Fractions — numeric field; 1 positionJhe Leave With-
leavebalance to the employee’s credit at the beginning of out Pay (LWOP) balance at the beginning of the pay
the pay period (sum of available regular compensatory period.Enter the number of LWOP hours recorded in the
time and current religious compensatory time balance, LWOP Bal field from the previous T&AException: In
positive or negative). Enter the hours recorded under thePay Period 1, entéYin this field.

Comp Bal from the previous T&A. If the employee has

advanced compensatory leave for religious observanceComplete this field on the first T&A after an employee
use a minus sign (-) before the number of hours. returns to duty from extended LWOP. Enter the LWOP
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hours used during the period of extended LWOP. This of a reserve component of the armed forces of the
information can be obtained from your personnel office. NationalGuard. Complete the military leave fields as fol-

lows:
LWOP Used(Hours — numeric field; 2 positions) (Frac-

tions — numeric field; 1 positionThe number of LWOP  Milr Fwd (Regular Military Leave) (numeric field; max.
hours used during the pay period. Enter the total hoursof 2 positions) The number of regular militagaysthe
recorded under TC 71 in this field. employee has used for the current fiscal year. Eligible
o N employeesre allocated 15 calendar days of regular mili-
LWOP Bal (Hours — numeric field; 4 positions) (Frac-  tary leave each fiscal year except for the District of

tions —numeric field; 1 positionjThe sum of WOP Fwd  columbiaNational GuardUnused military days can be
and LWOP Used. Add the amount from the LWOP Fwd carried forward from one fiscal year to the next.

and LWOP Used fields. Enter the total in this field. - ) )
Enter the number of military days recorded in the Milr

AWOL Fwd (Hours — numeric field; 4 positions) (Frac-  Bal field from the previous T&A. At the beginning of the
tions — numeric field; 1 positionYhe Absence Without fiscal year, prepare a split T&A and only record the regu-
Leave (AWOL) balance at the beginning of the previous lar military days used during the new fiscal year on the
pay period. Enter the number of AWOL hours recorded in second half of the split T&A.

the AWOL Bal field from the previous T&AExcep-

tion: In Pay Period 1, ent@in this field. Milr Used (Regular Military Leave Used) (numeric

field; max. of 2 positions)rhe number of military days
AWOL Used (Hours — numeric field; 2 positions) (Frac- used for the pay period.

tions — numeric field; 1 positionJhe number of AWOL Any time charged to regular military leave for any por-

hoursduzed gurir_:_g(]:t;lg _pat)rlw_pef_ri(ln(cjj. Enter the total hourstion of the regularly scheduled workday is counted as
recorded under in this fietd. 1 day ofmilitary leave. The beginning and ending date of

AWOL Bal (Hours — numeric field; 4 positions) (Frac- the military leave is counted only if the day was a regu-
tions — numeric field; 1 positionYhe result of AWOL larly scheduled work day. Non-work days falling at the
Fwd and AWOL Used. Add the amount from the AWOL beginning or end of the military leave are not counted

Fwd and AWOL Used field. Enter the total in this field. €ven if the military orders specify. Nonworkdays falling
between periods of regularly scheduled workdays are to

Susp Fwd(Hours — numeric field; 4 positions) (Frac-  be counted if the military orders so specify. Enter the total
tions — numeric field; 1 position)rlhe balance at the  hours recorded under TC 65.

beginning of the pay period. Enter the hours recorded

under the Susp Bal from the previous pay period T&A. Milr Bal (Regular Military Leave Balance) (numeric
Exception: In Pay Period 1, entin this field. field; max. of 2 positions)rhe result of Milr Fwd and
' Milr Used. Add the amount from the Milr Fwd and Milr

Complete this field on the first T&A after an employee Usedfields. Enter the total in this fieltlote: This is not a
returns to duty from suspension if the suspension wastrue balance but rather the total number of days used in
documented with a personnel action. Enter the hoursthe current fiscal year.

used during the suspension period. This information can

be obtained from your personnel office. Mile Fwd (Emegency Military Leave) (Hours — numeric

field; max. of 3 positions) (Fractions — numeric field;
Susp UsedHours — numeric field; max. of 2 positions) 1 position) The number of emergency military leave
(Fractions — numeric field; 1 positionThe number of ~ hours used for the current calendar year. Eligible
hoursthe employee was suspended during the pay periodemployeesre allowed 176 hours (22 days) of egegrcy
Enter the total hours recorded under TC 73 in this field. military leave each calendar year.

Susp Bal(Hours — numeric field; max. of 4 positions) Enterthe emergency military leave hours recorded in the
(Fractions —-numeric field; 1 position)The result of Susp ~ Mile Bal field from the previous T&A.
Fwd and Susp Used. Add the amount from the Susp Fwdat the beginning of the calendar year, only record the

and Susp Used fields. Enter the total in this field. emergency military hours used during the new calendar
year. Emergency military leave used is not carried for-
Military Leave ward from one calendar year to the next.

Military leave is the authorized absence from official The gross amount of military pay received by an
duty without charge to leave or loss of pay to perform cer- employeewnhile on emergency military duty during regu-
tain types of military training and duty, or to enforce the larly scheduled workdays will either be collected from
law during periods of natural disasters and civil distur- the employee or deducted from his/her civilian pay.
bance Military leave is available to all permanent or tem- Collection procedures are outlined in Chapter 6 of the
porary Federal and District employees who are membersPayroll/Personnel Processing Manual.
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Mile Used (Emergency Military Leave) (Hours — week up to the day of transmission of the current T&A.

numeric field; max. of 3 positions) (Fractions — numeric For example, pay period XX dates are 11/3 — 11/16.
field; 1 position) The result of Mile Fwd and Mile Used.  Paydayfor pay period XX is 11/28. Correct PP XX errors
Add the amount from the Mile Fwd and Mile Used fields. from 11/25 (Monday) through the day of transmission of
Enter the total in this field. Pay Period YY's T&ASs.

Other Used (numeric field; max. of 4 positionsyhe O If you receive the Leave Error Report and are responsi-
number obther paid absence hours (e.g., holiday, admin- ble for correcting leave errors, determine if the T&A or
istrative, etc.) Enter the total hours recorded under TC 66.the database is in error by completing a leave audit form.

O If the T&A is in error, enter the correct brought for-
ward balance on the current T&A being transmitted for
processing. Using the example above, this would be pay
period YY’s T&A.

Correcting Leave Discrepancies. A Leave Error Report is
generated by the system for identifying and resolving

leave discrepancies. This report does not include LWOP
or AWOL discrepancies. The report is either mailed by

NFC to agency offices or printed by the agency using theO |f the database is in error, either you or the person des-
Report Generator System, CULPRIT. Contact your per- ignated by your agency can correct the error in the Time
sonnel office regarding your agency policy. Inquiry System (TINQ).

The report identifies errors from the previous pay peri- Note: Do not submit a corrected T&A for leave discre-
od’s processing. Correct errors beginning Monday of pay pancies which do not affect pay.
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day, hour, monetary limitation balance and used for
the pay period

The Recording Remarks secti@igure 3) is used to enter — reason for a split or corrected T&A
datarelating to the T&A not displayed on the worksheet. ~ — balance, accruals, and usage of home leave as
Such data includes but is not limited to: “days”

compensatory time for religious observance
number of days of COP used (TC 67)

Section 5. Recording Remarks

— restored annual leave balance

— annual and sick leave earned during the emergency
period when donated leave is being used Enter the applicable alphanumeric remarks in this field.
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Section 6. Certifying The T&A unable tdnitial the T&A due to absence. If the employee

confirms that the data is correct, he/she should initial in
The Office of Personnel Management provides standardthe Employee’s Initials field. If there is a discrepancy, it
and optional forms for processing of Federal employee should beesolved as soon as possible to avoid having to
data. Agencies also use departmental forms or otherprocess a corrected T&A(s) or delaying an employee’s
means to document employee activities (e.g., hoursreceipt of salary.
worked, requests for compensatory or overtime, etc.).
Before aT&A is certified correct, the proper documenta-
tion should be completed and attached to the T&A or Supervisor’s Signature. The employee’s supervisor
stored in a safe place to facilitate auditing. Follow your must sign in this field to certify that the time and atten-

departmental instructions regarding certification. dance being reported is correct. All required documenta-
tion should be attached or available for review. Any dis-

Timekeeper's and Employee’s Initials. Each pay  crepancieshould be addressed and resolved before sign-
period the timekeeper and employee should initial in jng

thesdfields to verify that the leave charged, time worked,

indl_nor?pa)f/ Stlf"tus rechord%dbare corlrec'g Ar:j S_F 7é'lf the supervisor is not available, the T&A may be certi-
pplication for Leave, should be completed and signed e 4 by another official that has been designated in writ-
by the employee and supervisor to authorize paid leave;

, . ing to certify the T&A in the supervisor’s absence. Some
usage anecessary. Any other documentatlpn pert]nent 1 sffices allow certain employees to certify their T&A's
the process should be attached or readily available a

$ecause of their location.
proof.

The timekeeper should initial first and the employee After the T&A is certified, the data is ready to be pro-
second. There may be occasion when the employee ixessed.
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Transaction Codes

Codes Used For
Prefix | Code | Suffix Description Hours Leave/ | Allow./ | Other |Pay Status
Worked | Nonpay | Diffs. Reg/Other
Status
01 Regular Time X R
97 01 Regular—Scuba Diving 175%
(Department of Commerce
Wage System Only) X R
01 5 Additional Compensation @
Basic Rate (Capitol Police
Only) X R
01 9 Training for Employees with
Hourly Limitations X R
04 Sunday Differential X R
50 04 Sunday Diff @ 50%
(U.S. Customs Service Only) X R
97 04 Sunday—Scuba Diving 175%
(Department of Commerce
Wage System Only) X R
05 Sunday Diff With Night Diff X R
11 Night Differential X R
05 11 Night Diff @ 15%
(U.S. Customs Service Only) X R
10 11 Night Diff @20%
(U.S. Customs Service Only) X R
15 11 Night Diff @ 15%
(U.S. Customs Service Only) X R
20 11 Night Diff @20%
(U.S. Customs Service Only) X R
11 09 | Night Diff Training X R
12 Night Diff Compensatory Time X R
13 Night Diff Sunday Double
Time X R
14 Hazard Pay Differential X R
16 Other Pay X R
16 1 Penalty Pay Regular X R
16 2 Penalty Pay Premium X R
16 3 Scuba Diving X R
16 4 Port Pay X R
16 5 Tank Cleaning Oil Regular X R
16 6 Tank Cleaning Oil Premium X R
16 7 Launch Operations X R
16 8 Dirty Work Regular X R
16 9 Dirty Work Premium X R
17 Commute Use Govt. Auto X R
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Transaction Codes

Prefix

Code

Suffix

Codes Used For

Description Hours
Worked

Leave/
Nonpay
Status

Allow./
Diffs.

Other

Pay Status
Reg/Other

10

17

Transit Subsidy

R

11

17

FLSA Meal Periods
(Department of Treasury and
Department of Justice Law
Enforcement Nonexempt
FLSA Employees Only)

12

17

FLSA Other Travel
(Department of Treasury and
Department of Justice Law
Enforcement Nonexempt
FLSA Employees Only) X

13

17

FLSA Training (Department of
Justice and Department of
Treasury Only) X

14

17

FLSA UD Roll Call
(Department of Treasury and
Department of Justice Law
Enforcement Nonexempt
FLSA Employees Only) X

15

17

FLSA Home To Work Travel
(Department of Treasury and
Department of Justice Law
Enforcement Nonexempt
FLSA Employees Only)

16

17

FLSA Other Hours
(Department of Treasury and
Department of Justice Law
Enforcement Nonexempt
FLSA Employees Only) X

17

17

Suffered/Permitted Duty
(Department of Justice and
Department of Treasury Only) X

18

17

FLSA Meal Periods During
Non AUO Overtime and Com-
pensatory Time (Department
of Justice Law Enforcement
Nonexempt Employees Only)

19

17

Excludable AUO Days
(Department of Justice Only)

21

17

Place on Furlough (Internal
Revenue Service Only)

22

17

Placement in Pay Status
(Internal Revenue Service
Only)

37

17

1911 For Continuation of Pay
(U.S. Customs Service Only)

38

17

1911 Hours — Intermittent
(U.S. Customs Service Only)
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Prefix | Code [ Suffix Description Hours Leave/ | Allow./ | Other [Pay Status
Worked | Nonpay | Diffs. Reg/Other
Status
40 17 INS 1931 Act O/T — Air/Sea
Weekdays (Immigration and
Naturalization Service Only) X R
41 17 INS 1931 Act O/T Land Border
Weekdays (Immigration and
Naturalization Service Only) X R
42 17 INS 1931 Act O/T Not Worked
(Immigration and
Naturalization Service Only) X R
43 17 INS 1931 Act O/T — Air/Sea
Sunday/Holiday (Immigration
and Naturalization Service
Only) X R
44 17 INS 1931 Act O/T Land Border
Sun/Hol (Immigration and Nat-
uralization Service Only) X R
45 17 Continuation of Pay
(U.S. Customs Service Only) X R
46 17 Military or Court Leave
(U.S. Customs Service Only) X R
50 17 Travel Reimbursements X R
17 1 Sales Commissions
(Smithsonian Institution Only) X R
17 4 Incentive Pay (Bureau of the
Census and Bureau of the
Public Debt Only) X R
17 5 Ship Inspection Overtime Pay
(Federal Communications
Commission Only) X R
17 6 Services/Payment (Senate
Restaurant Only) X R
17 7 Tips—Cash Received (Senate
Restaurant Only) X R
17 Chauffeur Driven Auto X R
17 Parking X R
18 Overtime Grain Appeal
(Federal Grain Inspection
Service Only) X R
19 Overtime Over 8 X R
97 19 Overtime—Scuba Diving 175%
(Department of Commerce
Wage System Only) X R
21 Overtime—Premium Rate X R
20 21 Overtime Paid At Double Rate
(U.S. Customs Service Only) X R
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Status
22 21 Call Back OT Paid At Double
Rate (U.S. Customs Service
Only) X R
30 21 Commute OT Triple Rate
(U.S. Customs Service Only) X R
97 21 Overtime—Scuba Diving 175%
(Department of Commerce
Wage System Only) X R
22 Overtime Double for Sunday
Work (Animal and Plant
Health Inspection Service X R
Only)
23 Overtime Travel Under FLSA X R
24 Overtime Travel Under Title 5 X R
25 Overtime Over 40 With Night
Differential X R
26 Overtime Over 8 With Night
Differential X R
27 Overtime Plus 10% of Over-
time Rate X R
29 Credit Hours Worked X o
30 Overtime Call Back No Work
Performed X R
31 Holiday Worked X R
10 31 Holiday Pay Regular Rate
(U.S. Customs Service Only) X R
97 31 Holiday—Scuba Diving 175%
(Department of Commerce
Wage System Only) X R
32 Compensatory Time Worked X R/O
77 32 Compensatory Time Worked
Religious X 0]
33 Overtime Call Back No Work
on Sunday X R
35 Union/Contract Neg.
(Negotiations) X R
05 35 Union/Contract Neg. (Negoti-
ations) @15%) (U.S. Customs
Service Only) X R
10 35 Union/Contract Neg.
(Negotiations) @ 20%
(U.S. Customs Service Only) X R
15 35 Union/Contract Neg.
(Negotiations) @ 15%
(U.S. Customs Service Only) X R
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Status
20 35 Union/Contract Neg.
(Negotiations) @ 20%
(U.S. Customs Service Only) X R
50 35 Union/Contract Neg.
(Negotiations) @ 50%
(U.S. Customs Service Only) X R
36 Union/Midterm Negotiations X R
05 36 Union/Midterm Negotiations
@15% (U.S. Customs Service
Only) X R
10 36 Union/Midterm Negotiations
@20% (U.S. Customs Service
Only) X R
15 36 Union/Midterm Negotiations
@15% (U.S. Customs Service
Only) X R
20 36 Union/Midterm Negotiations
@20% (U.S. Customs Service
Only) X R
50 36 Union/Midterm Neg.
(Negotiations) @50%
(U.S. Customs Service Only) X R
37 Union/Ongoing LMR Act X R
05 37 Union/Ongoing LMR Activity
@ 15% (U.S. Customs Ser-
vice Only) X R
10 37 Union/Ongoing LMR Activity
@ 20% (U.S. Customs Ser-
vice Only) X R
15 37 Union/Ongoing LMR Activity
@ 15% (U.S. Customs Ser-
vice Only) X R
20 37 Union/Ongoing LMR Activity
@ 20% (U.S. Customs Ser-
vice Only) X R
50 37 Union/Ongoing LMR Activity
@ 50% (U.S. Customs Ser-
vice Only) X R
38 Union/Grievance/Appeal
Representation X R
05 38 Union/Grievances/Appeals
Rep (Representation) (@15%)
(U.S. Customs Service Only) X R
10 38 Union/Grievances/Appeals
Rep (Representation) (@20%)
(U.S. Customs Service Only) X R
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Worked | Nonpay | Diffs. Reg/Other
Status
15 38 Union/Grievances/Appeals
Rep (Representation) (@15%)
(U.S. Customs Service Only) X R
20 38 Union/Grievances/Appeals
Rep (Representation) (@20%)
(U.S. Customs Service Only) X R
50 38 Union/Grievances/Appeals
Rep (Representation)
(U.S. Customs Service Only) X R
39 Shore Leave Earned
(Department of Commerce
Only) X 0]
40 Home Leave Earned X o
41 Premium Pay on an Annual
Basis (DLO) X R
45 Cost of Living Allowance X 0]
46 Post Differential X O
47 Stop Cost of Living Allowance X (0]
48 Stop Post Differential X 0]
49 Remote Worksite Allowance X R
49 3 Quarters Allowance Not Tax- X R
able
49 4 Quarters Allowance Taxable X R
49 9 Danger Pay Allowance X R
50 Credit Hours X R
51 1 Uniform Allowance — Taxable X R
51 2 Separate Maintenance
Allowance — Non Taxable X R
51 3 Separate Maintenance
Allowance — Taxable X R
51 8 Uniform Allowance —
Tax Exempt X R
59 Shore Leave (Department of
Commerce Only) X R
60 Compensatory Time Used —
Religious Observance X R
5 60 Comp Time Used — Rel.
Obsrvnc. @ 15%
(U.S. Customs Service Only) X R
10 60 Comp Time Used — Rel.
Obsrvnc. @ 20%
(U.S. Customs Service Only) X R
15 60 Comp Time Used — Rel.
Obsrvnc. @ 15%
(U.S. Customs Service Only) X R
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Transaction Codes

Prefix

Code

Suffix

Codes Used For

Description Hours
Worked

Leave/
Nonpay
Status

Allow./
Diffs.

Other

Pay Status
Reg/Other

20

60

Comp Time Used — Rel.
Obsrvnc. @ 20%
(U.S. Customs Service Only)

50

60

Comp Time Used — Rel.
Obsrvnc. @ 50%
(U.S. Customs Service Only)

61

Annual Leave

05

61

Annual Leave (w/Night Diff
@ 15%) (U.S. Customs
Service Only)

10

61

Annual Leave (w/Night Diff
@ 20%) (U.S. Customs
Service Only)

15

61

Annual Leave (w/Night Diff
@ 15%) (U.S. Customs
Service Only)

20

61

Annual Leave (w/Night Diff
@ 20%) (U.S. Customs
Service Only)

50

61

Annual Leave (w/Night Diff
@ 50%) (U.S. Customs
Service Only)

62

Sick Leave

05

62

Sick Leave (w/Night Diff
@15% (U.S. Customs Service
Only)

10

62

Sick Leave (w/Night Diff
@20% (U.S. Customs
Service Only)

15

62

Sick Leave (w/Night Diff
@15% (U.S. Customs
Service Only)

20

62

Sick Leave (w/Night Diff
@20% (U.S. Customs
Service Only)

50

62

Sick Leave (w/Sunday Diff
@50% (U.S. Customs
Service Only)

62

62

Federal Employees Family
Friendly Leave Act

63

Restored Annual Leave

05

63

Restored Annual Leave
(W/Night Diff @ 15%)
(U.S. Customs Service Only)

10

63

Restored Annual Leave
(W/Night Diff @ 20%)
(U.S. Customs Service Only)

99




Title |

Chapter 7

Section 1

Payroll/Personnel Manual
Time And Attendance Procedures
Time And Attendance Instructions

Transaction Codes

Prefix

Code

Suffix
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Description Hours
Worked

Leave/
Nonpay
Status

Allow./
Diffs.

Other

Pay Status
Reg/Other

15

63

Restored Annual Leave
(W/Night Diff @ 15%)
(U.S. Customs Service Only)

20

63

Restored Annual Leave
(W/Night Diff @ 20%)
(U.S. Customs Service Only)

50

63

Restored Annual Leave
(W/Sunday Diff @ 50%)
(U.S. Customs Service Only)

64

Compensatory Leave

65

Regular Military Leave

05

65

Regular Military Leave (w/
Night Diff @ 15%)
(U.S. Customs Service Only)

10

65

Regular Military Leave (w/
Night Diff @ 20%)
(U.S. Customs Service Only)

15

65

Regular Military Leave (w/
Night Diff @ 15%)
(U.S. Customs Service Only)

20

65

Regular Military Leave (w/
Night Diff @ 20%)
(U.S. Customs Service Only)

50

65

Regular Military Leave
(w/Night Diff @ 50%)
(U.S. Customs Service Only)

66

Other Leave

05

66

Other Leave (w/Night Diff
@ 15%)
(U.S. Customs Service Only)

10

66

Other Leave (w/Night Diff
@ 20%)
(U.S. Customs Service Only)

15

66

Other Leave (w/Night Diff
@ 15%)
(U.S. Customs Service Only)

20

66

Other Leave (w/Night Diff
@ 20%)
(U.S. Customs Service Only)

50

66

Other Leave (w/Sunday Diff
@ 50%)
(U.S. Customs Service Only)

61

66

Time Off Award

67

Injury Leave

05

67

Injury Leave @ 15%
(U.S. Customs Service Only)
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Prefix | Code | Suffix Description Hours Leave/ | Allow./ | Other |Pay Status
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Status
10 67 Injury Leave @ 20%
(U.S. Customs Service Only) X R
15 67 Injury Leave @ 15%
(U.S. Customs Service Only) X R
20 67 Injury Leave @ 20%
(U.S. Customs Service Only) X R
50 67 Injury Leave @ 50%
(U.S. Customs Service Only) X R
68 Emergency Military Leave X R
05 68 Emergency Military Leave (w/
Night Diff @ 15%)
(U.S. Customs Service Only) X R
10 68 Emergency Military Leave (w/
Night Diff @ 20%)
(U.S. Customs Service Only) X R
15 68 Emergency Military Leave (w/
Night Diff @ 15%)
(U.S. Customs Service Only) X R
20 68 Emergency Military Leave (w/
Night Diff @ 20%)
(U.S. Customs Service Only) X R
50 68 Emergency Military Leave (w/
Night Diff @ 50%)
(U.S. Customs Service Only) X R
69 Home Leave X R
05 69 Home Leave
(w/Night Diff @ 15%)
(U.S. Customs Service Only) X R
10 69 Home Leave
(w/Night Diff @ 20%)
(U.S. Customs Service Only) X R
15 69 Home Leave
(w/Night Diff @ 15%)
(U.S. Customs Service Only) X R
20 69 Home Leave
(w/Night Diff @ 20%)
(U.S. Customs Service Only) X R
50 69 Home Leave
(w/Sunday Diff @ 50%)
(U.S. Customs Service Only) X R
70 Logging—Forfeiture of Pay
(Department of Commerce
Only) X R
71 Leave Without Pay X 0]
72 Absence Without Official
Leave X O
73 Suspension X 0]
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74 Furlough X O

89 Imprest Fund X R

91 Quarters X R

92 Meals X R
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Part-Time Employee Annual Leave Accrual
(Hours of Leave Earned and Carried Forward to the Next Pay Period)
Category 4* Category 6 (More Than 3 Category 8
Less Than 3 Years Years and Less Than 15 Plus Years
Hours In 15 Years)
Pay Status Leave Carryover- Leave Carryover Leave Carryover
Hours Hours Hours Hours Hours Hours
Earned Earned Earned

1 - 1 - 1 - 1
2 - 2 - 2 - 2
3 - 3 - 3 - 3
4 - 4 - 4 — 4
5 - 5 - 5 - 5
6 - 6 - 6 - 6
7 - 7 - 7 - 7
8 - 8 - 8 - 8
9 - 9 - 9 - 9
10 - 10 - 10 1 0
11 - 11 - 11 1 1
12 - 12 - 12 1 2
13 - 13 1 0 1 3
14 - 14 1 1 1 4
15 - 15 1 2 1 5
16 - 16 1 3 1 6
17 - 17 1 4 1 7
18 — 18 1 5 1 8
19 - 19 1 6 1 9
20 1 0 1 7 2 0
21 1 1 1 8 2 1
22 1 2 1 9 2 2
23 1 3 11 10 2 3
24 1 4 1 11 2 4
25 1 5 1 12 2 5
26 1 6 2 0 2 6
27 1 7 2 1 2 7
28 1 8 2 2 2 8
29 1 9 2 3 2 9
30 1 10 2 4 3 0
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Part-Time Employee Annual Leave Accrual
(Hours of Leave Earned and Carried Forward to the Next Pay Period)
Category 6 (More Than 3
Category 4* Years and Less Than Category 8
Less Than 3 Years 15 Years) 15 Plus Years
Hours In
Pay Status Leave Leave Leave
Hours Carryover Hours Carryover Hours Carryover
Earned Hours Earned Hours Earned Hours

31 1 11 2 5 3 1
32 1 12 2 6 3 2
33 1 13 2 7 3 3
34 1 14 2 8 3 4
35 1 15 2 9 3 5
36 1 16 2 10 3 6
37 1 17 2 11 3 7
38 1 18 2 12 3 8
39 1 19 3 0 3 9
40 2 0 3 1 4 0
41 2 1 3 2 4 1
42 2 2 3 3 4 2
43 2 3 3 4 4 3
44 2 4 3 5 4 4
45 2 5 3 6 4 5
46 2 6 3 7 4 6
47 2 7 3 8 4 7
48 2 8 3 9 4 8
49 2 9 3 10 4 9
50 2 10 3 11 5 0
51 2 11 3 12 5 1
52 2 12 4 0 5 2
53 2 13 4 1 5 3
54 2 14 4 2 5 4
55 2 15 4 3 5 5
56 2 16 4 4 5 6
57 2 17 4 5 5 7
58 2 18 4 6 5 8
59 2 19 4 7 5 9
60 3 0 4 8 6 0
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Part-Time Employee Annual Leave Accrual
(Hours of Leave Earned and Carried Forward to the Next Pay Period)
Category 6 (More Than 3
Category 4* Years and Less Than Category 8
Less Than 3 Years 15 Years) 15 Plus Years
Hours In
Pay Status Leave Leave Leave
Hours Carryover Hours Carryover Hours Carryover
Earned Hours Earned Hours Earned Hours

61 3 1 4 9 6 1
62 3 2 4 10 6 2
63 3 3 4 11 6 3
64 3 4 4 12 6 4
65 3 5 5 0 6 5
66 3 6 5 1 6 6
67 3 7 5 2 6 7
68 3 8 5 3 6 8
69 3 9 5 4 6 9
70 3 10 5 5 7 0
71 3 11 5 6 7 1
72 3 12 5 7 7 2
73 3 13 5 8 7 3
74 3 14 5 9 7 4
75 3 15 5 10 7 5
76 3 16 5 11 7 6
77 3 17 5 12 7 7
78 3 18 6 7 8
79 3 19 6 7 9
80 4 0 6 8 0
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you
can use this index to locate the page number.

A @)
Annual and Sick Leay&’9 Overview 1
C R

Recording Accounting Data7

Calendar Year Closin@
Certifying The T&A 89
Compensatory Time33
Conditions for T&A Reporting11

Recording Employee Data7

Recording Leaver9
Recording Remark87

Recording Time24
Research Too)sl

Responsibilities5

Correcting Accounting Dat&7

Donated Leave81 S
Second T&A 8
F Special Handling7

Special Processing

Federal and Local Holiday9
First T&A, 8 T
Fiscal-Year Closing7

T&A Worksheet 11
TC 01, Prefix 97, Regular Scuba Diving 17528
L TC 01, Regular Time28
Leave Updates? TC 02%3 Suffix 5, Additional Compensation @ Basic Rate
TC 01, Suffix 9, Training For Employees With Hourly
Limitations, 28
M TC 04, Prefix 50, Sunday Diff @ 5Q%0
Military Leave 84 TC 04, Prefix 97, Sunday — Scuba Diving 17530
TC 04, Sunday DifferentiaP9
N TC 05, Sunday Differential With Night Differentje30
TC 11, Night Differential 31
Nonautomated Processirigy TC 11, Prefix 05, Night Diff @ 15%31
Nonpay Status (Absence Without P83 TC 11, Prefix 10, Night Diff @ 20931
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TC 11, Prefix 15, Night Diff @ 15%32 TC 17, Prefix 45, Continuation of Pa39
TC 11, Prefix 20, Night Diff @ 20932 TC 17, Prefix 46, Military or Court L eay&9
TC 11, Suffix 09, Night Diff Training32 TC 17, Prefix 50, Travel Reimbursemergd
TC 12, Night Differential on Compensatory Tin&® TC 17, Suffix 1, Sales Commissiqrg9d
TC 13, Night Differential on Sunday Double Tin88 TC 17, Suffix 4, Incentive Pag0
TC 16. Other paﬁg TC 17, Suffix 6, Services/PaymedD
TC 16, Suffix 1, Penalty Pay Regyl34 T 17, Suffix 7, Tips=Cash Receivetf
TC 16. Suffix 2. Penalty Pay Premiugd TC 17, Suffix 8, Chauffeur Driven Aujd1
TC 16, Suffix 3, Scuba Diving34 TC 17, Suff|x-9, Park|.ng41
TC 16, Suffix 4, Port Pa4 TC 18, Overtfme Grain Appeatl
TC 16, Suffix 5, Tank Cleaning Oil Regula e, Ovirt'me Over,82 .
TC 19, Prefix 97, Overtime—Scuba Diving 17,
TC 16, Suffix 6, Tank Cleaning Oil Premiyi3d : : g 17548
. . TC 21, Overtime—Premium Rat42
TC 16, Suffix 7, Launch Operation34 ] ] )
] ] TC 21, Prefix 20, Overtime Paid At Double Ra48
TC 16, Suffix 8, Dirty Work RegulaB4 ]
] ] ] TC 21, Prefix 22, Call Back OT Double Ra#3
TC 16, Suffix 9, Dirty Work PremiunB34 . .
TC 21, Prefix 30, Commute OT Triple Ra#3
TC 17, Commute Use Government A8 TC 21, Prefix 97, Overtime-Scuba Diving 17548
1c17, Pref?x 10, Transit SUwa_S TC 22, Overtime Double for Sunday Wo#3
TC 17. Prefix 11. FLSA Meal Period35 TC 23, Overtime Travel Under FLS44
TC 17, Prefix 12, FLSA Other Travess TC 24, Overtime Travel Under Title 84
TC 17, Prefix 13, FLSA Training36 TC 25, Overtime Over 40 With Night Differentjai4
TC 17, Prefix 14, FLSA UD Roll CalB6 TC 26, Overtime Over 8 With Night Differentjat4
TC 17, Prefix 15, FLSA Home to Work Travég TC 27, Overtime Plus 10% of Overtime Rat&
TC 17, Prefix 17, Suffered/Permitted Du86 TC 30, Overtime Call Back No Work Performei
TC17, Prefix 18, FLSA Meal Perioqls During Non AUO  TC 31, Holiday Worked46
Overtime and Compensatory Tifi6 TC 31, Prefix 10, Holiday Pay Regular RaA&
TC 17, Prefix 19, Excludable AUO Day&7 TC 31, Prefix 97, Holiday—Scuba Diving 175%
TC 17, Prefix 21, Place on Furlougsv TC 32. Compensatory Time Worket?
TC 17, Prefix 22, Placement in Pay Sta®is TC 32, Prefix 77, Compensatory Time Worked Religjous
TC 17, Prefix 37, 1911 For Continuation Of Pay 48
TC 17, Prefix 38, 1911 Hours — IntermitteB87 TC 33, Overtime Call Back No Work on Sund4
TC 17, Prefix 40, INS 1931 Act O/T — Air/Sea TC 35, Prefix 05, Union/Contract Neg9
Weekdasg, 37 TC 35, Prefix 10, Union/Contract Ned9
TC 17, PrefiX 41, |NS 1931 ACt O/T — La.nd Border TC 35‘ Prefix 15‘ Union/COntract Neg_g
Weekdays38 TC 35, Prefix 20, Union/Contract Neg9
TC 17, Prefix 42, INS 1931 Act O/T Not Worke3B T '
retix ¢ otiwork TC 35, Prefix 50, Union/Contract Ned9
TC 17, Prefix 43, INS 1931 Act O/T — Air/Sea . _
Sunday/Holiday38 TC 35, Union/Contract NegotiatipA8
TC 17. Prefix 44. INS 1931 Act O/T — Land Border TC 36, Prefix 05, Union/Midterm NegotiatiorsO
Sun/Hol| 39 TC 36, Prefix 10, Union/Midternb0
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TC 36, Prefix 15, Union/Midterm Negb0 TC 60, Prefix 15, Comp Time Used — Rel. Obsrvnc. @
TC 36, Prefix 20, Union/Midterm Negb1 15% 60
TC 36, Prefix 50, Union/Midterm Neg51 TC g%(zrggx 20, Comp Time UsediRel. Obsrvnc. @
TC 36. Union/Midterm Negotiatiors0 TC 60, Prefix 50, Comp Time UsediRel. Obsrvnc. @
TC 37, Prefix 05, Union/Ongoing LMR Activitp1 50% 60
TC 37, Prefix 10, Union/Ongoing LMR Activitf1 TC 61, Annual Leave60
TC 37, Prefix 15, Union/Ongoing LMR Activitys2 TC 61, Prefix 05, Annual Leay 61
TC 37, Prefix 20, Union/Ongoing LMR Activitp2 TC 61, Prefix 10, Annual Leayé1
TC 37, Prefix 50, Union/Ongoing LMR Activitp2 TC 61, Prefix 15, Annual Leayé1l

TC 61, Prefix 20, Annual Leayé1

TC 61, Prefix 50, Annual Leayé2

TC 62, Prefix 05, Sick Leay&2

TC 62, Prefix 10, Sick Leay®&?2

TC 62, Prefix 15, Sick Leay®&3

TC 62, Prefix 20, Sick Leay&3

TC 62, Prefix 50, Sick Leay®&3

TC 62, Prefix 62, Federal Employees Family Friendly

TC 37, Union/Ongoing LMR Act51

TC 38, Prefix 05, Union/Grievances/Appeals R&g.
TC 38, Prefix 10, Union/Grievances/Appeals R&j.
TC 38, Prefix 15, Union/Grievances/Appeals R&3
TC 38, Prefix 20, Union/Grievances/Appeals R&j.
TC 38, Prefix 50, Union/Grievances/Appeals R&g.
TC 38, Union/Grievance/Appeal Representathih

TC 39, Shore Leave Earnesi Leave Act 63

TC 40, Home Leave Earngt4 TC 62, Sick Leave62

TC 41, Premium Pay on an Annual Basis (DL &4 TC 63, Prefix 05, Restored Annual Leatd
TC 45, Cost of Living Allowanceb5 TC 63, Prefix 10, Restored Annual Leatd
TC 46, Post Differentialb5 TC 63, Prefix 15, Restored Annual Lea®®
TC 47, Stop Cost of Living Allowan¢c®&5 TC 63, Prefix 20, Restored Annual Lea6®
TC 48, Stop Post Differentiab6 TC 63, Prefix 50, Restored Annual Leat®
TC 49, Remote Worksite AllowancB6 TC 63, Restored Annual Legve4

TC 49, Suffix 3, Quarters Allowance Not Taxal$é TC 64, Compensatory Leavés

TC 49, Suffix 4. Quarters Allowance Taxab% TC 65, Prefix 05, Regular Military Leay67
TC 49, Suffix 9. Danger Pay Allowancs? TC 65, Prefix 10, Regular Military Leay67
TC 50. Credit HoursS7 TC 65, Prefix 15, Regular Military Leay67

TC 65, Prefix 20, Regular Military Leay67

TC 51, Shift Suffix 3, Separate Maintenance Allowance —

Taxable 58 TC 65, Prefix 50, Regular Military Leayvé7
TC 51, Suffix 1, Uniform Allowance — TaxahI87 TC 65, Regular Military Leayes6
TC 51, Suffix 2, Separate Maintenance Allowance — Non TC 66, Other Leave58
Taxable 58 TC 66, Prefix 05, Other Leay69
TC 51, Suffix 8, Uniform Allowance — Tax Exem&i8 TC 66, Prefix 10, Other Leay69
TC 59, Shore Leay®9 TC 66, Prefix 15, Other Leay69
TC 60, Compensatory Time Used — Religious TC 66. Prefix 20, Other Leay69
Observances9 _ TC 66, Prefix 50, Other Leay69
TC Erggx 05, Comp Time Used — Rel. Obsrvnc. @ TC 66. Prefix 61. Time Off Awardg0

TC 60, Prefix 10, Comp Time Used — Rel. Obsrvnc. @ TC 67. OWCP Injury Leayer0
20%, 60 TC 67, Pr 05, Injury Leave @ 15%0
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TC 67, Pr 10, Injury Leave @ 2Q%1 TC 69, Prefix 50, Home Leay&4

TC 67, Pr 15, Injury Leave @ 15%1 TC 70, Logging — Forfeiture of Pay4

TC 67, Pr 20, Injury Leave @ 2Q%1 TC 71, Leave Without Pay (LWOQF74
TC 67, Pr 50, Injury Leave @ 5Q%1 TC 72, Absence Without Official Leay@é4
TC 68, Emergency Military Leay@1 TC 73, SuspensiQri’s

TC 68, Prefix 05, Emergency Military Legve2 TC 74, Furlough75

TC 68, Prefix 10, Emergency Military Leave2 TC 89, Imprest Fund’s

TC 68, Prefix 15, Emergency Military Leave2 TC 91. Quartes, 75

TC 92, Meals75
Transaction Code Instruction28

Types of T&As,11

TC 68, Prefix 20, Emergency Military Leave2
TC 68, Prefix 50, Emergency Military Legvé3
TC 69, Home Leaver3

TC 69, Prefix 05, Home Leay&3

TC 69, Prefix 10, Home Leay&3 W
TC 69, Prefix 15, Home Leay@&4 Who To Contact For He|b
TC 69, Prefix 20, Home Leay&4 Worksheet Completiori,1
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